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More exclusives than any other electric 
Only the Smith-Corona Electric gives 
you so many. 

One-hand, one-step automatic mar- 
gins. Cushioned touch. On-off signal 
light. Page Gage. Half-spacing. 

The precision-built Smith-Corona 
Electric is first in reliability, first in 
value, too. It outclasses any other 
office electric typewriter made today. 





The only manual with accelerator action 
You get more speed with more ease 
with the sturdy Smith-Corona Secre- 
tarial, most reliable manual made. 
Whatever your needs, we have a 
machine to do the job. For a free 
demonstration and the “Secretary’s 
Handbook,” call your Smith-Corona 
office or write to Smith-Corona, 701 E. 
Washington Street, Syracuse 1, N. Y. 
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COPYING MACHINES 
give you dry copies 
---4 seconds FAST 
You’re hurrying to that meeting. Suddenly you need 


extra copies. It’s no problem with a ‘“Thermo-Fax”’ 
Copying Machine. In just seconds you have dry copies 


in your brief case. 


Using no chemicals these machines turn out a perfectly 
dry, clean copy in just 4 seconds—electrically. Copies 
can be on white, bond-weight paper—or on 6 other dis- 


tinctive colors. 


‘“‘Thermo-Fax’’ Copying Machines copy just about 
everything. They speed such routines as billing, account- 
ing and addressing. To see these time-savers at work, 
call your dealer now. Or mail the coupon. 


‘Machines that mean business” 


Piianesora (fining ano 


Manvracturing company 


+++ WHERE RESEARCH IS THE KEY TO TOMORROW 


THE TERM “THERMO-FAX™ IS A REGISTERED TRADEMARK 
OF MINNESOTA MINING AND MANUFACTURING COMPANY 


Only Thermo-Fax" Copying Machines 
do so many jobs...so quickly, 


} , 
SO easily, for su ji low cost: 


oS EE me emee | rT 


Minnesota Mining and Manufacturing Company 
Dept. DBY-20, St. Paul 6, Minnesota 


Name 





Company 





Address 





City. Zone State. 
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Copy thousands of different documents daily 
...thanks to automatic XEROGRAPHY 


A New York insurance company is xero- 
graphically copying more than 10,000 dif- 
ferent documents a day, turning out—on 
ordinary, inexpensive paper—dry, posi- 
tive prints ready for immediate use. 

This application is typical of the im- 
mense speed, economy, and versatility of 
a XeroX® Copyflo® continuous printer 

. . automatic xerography at its brilliant 
best. 

A Copyflo printer’s benefits are not 
limited to insurance firms. Its services are 
of equal value wherever volume copying 
is the need. 

A Copyflo printer enlarges, reduces, or 
copies size to size. It offers you the speed- 
iest, most flexible, most economical way 
to get quality copies—precisely like the 


original—from opaque documents or mi- 
crofilm. The machine copies onto offset 
paper masters or vellum intermediates 
as well. 

Write for proof-of-performance folders 
showing how companies all over the 
country are speeding paperwork dupli- 
cating and saving thousands of dollars 
yearly with automatic xerography. 


HALOID XEROX INC. 
60-217X HALOID STREET, ROCHESTER 3, NEW YORK 
Branch Offices in Principal U. S. and Canadian Cities 
OVERSEAS: RANK-XEROX LTD., LONDON 


HALOID 
XEROX 
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Republic Aviation’s Records Storage Procedure 
The large volume of records used for the manufacture of aircraft, and 
government requirements, require that files continually move from active, 
to semiactive, to dead, with a minimum of fuss. .PHILip SCHNEIDER 
How Posters Improved Office Discipline and Production 
Rules reading “Don’t do this” and “Don’t do that’ weren't getting results. 
Only a small group of employees were to blame, but all were being 
damned. Then management decided to “accentuate the positive.” 
The Effective Use of Forms, Reports gnd Records 
Practically all office activities result in the production of paper. The 
author shows what can be accomplished when there is an effective system 
to control these forms, reports and records. Harry L. WYLIE 
OMAC Seminar and Business Show... . 
Business Has Weathered the Computer Criss 
Over half the early users of computers missed this point: if their system 
had been properly applied, there would have been cost savings in many 
areas other than personnel. SHELDON F. HALL 
How to Select Collating Equipment 
A wide variety of collating equipment is available today. Almost every 
office does collating of some sort. Here is how to choose the right equip- 
ment for your gathering tasks. W. E. THOMAS 
Machine Collating Makes Serse 
There is no greater office drudgery than manual gathering. Machines not 
only improve the job and save time, but they boost employee morale. 
DonaLD G. COLLEY 
Collating: Yesterday and Today 
A brief glance at the history of pagination. CarL DipDE 
The Art of Paper Folding 
Get Big Savings by Improving Little Things 
How a city’s purchasing department saved taxpayers’ dollars by doing the 
little things a little better. ERNEST J. BREWER 
Accountant Takes Over Where Automation Ends 
Machines can do what men have done and in less time, but machines 
cannot replace man’s thinking nor interpret his acts. D. NEIL MAGRUDER 
Trials and Tribulations of Conversion to EDP 
The personal impressions and reactions of an accountant engaged in con- 
verting an effective punched card system to computer processing. 


JosEPH P. McELLIGOTT 
The RPC-4000 Computer. 
A Data Collecting System 
A Simple, Low-Cost Computer, and an Automatic T eaching Machine 
Printed Paper Tape System. . 
AMA’s Annual Data Processing Conference 
Systems Functions vs. EDP: A Play in One Act 
Can We Automate Data for Credit Decisions? 


Credit appraisal remains a human task. Machines must assist, not deter, 
management's ability to make sound credit decisions. WILLIAM L. HOLMES 


THE OFFICE Product Index 7 New Products 

1960 Annual Office Management Forum 20 _ Literature from the M:¢ anufacturers | 

New Books 36 News of the Office 

Camera! 57 News of the Industry 

Automatic Systems 125. National Conference & Exhibit Calendar 
Right or Wrong in Employee Relations 157 As We See It ; 278 


CIRCULATION OF THIS ISSUE OVER 54,000 





AVERY 


self-adhesive 


file-folder 
labels 


“Secretaries wiles 
Come in many shapes and forms and styles — 
Not the least of which I'll bet 
Is earning praise that’s hard to get — 
By stashing papers neatly in the files.” 


Avery self-adhesive File Folder Labels give 
quick, positive identification — and they're 
easy and fast to apply. No moistening 
needed! No messy mucilage to lick. Just a 
touch and on they go. . . quickly, neatly, 
firmly. You'll save time, save money with 
Avery File Folder Labels — and how you will 
be appreciated by the boss! Ask for Avery 
File Folder Labels at your 
stationers. 





AVERY LABEL COMPANY, Div.178 . 
: 117 Liberty St., New York 6 © 608 S. Dearborn St., ‘ 
Chicago 5 © 1616 S. California Ave., Monrovia, ' 
California © Offices in Other Principal Cities. | 


Please send me samples of Avery file foider Labels. 














For More Information Circle No. 441 








William Schulhof, Publisher 
William R. Schulhof, Editor 


James Gorman, Managing Editor 


* 
ADVERTISING OFFICES: 


New York: Office Publications, Inc., 232 Madison 
Ave., New York 16, N.Y. LExington 2-2245 


Illinois & Wisconsin: Fred E. Zindler, 20 N. Wacker 
Drive, Chicago 6, IIlinois. ANdover 3-2668 


Ohio, Indiana, Michigan: Phelps Pratt, Orwell (Ash- 
tabula County), Ohio. Orwell 265 


California: Douglas C. Lance, 1948 Highland Oaks 
Drive, Arcadia, Calif. Elgin 5-6769 
Direct inquiries from other areas to 
New York office. 


* 


Subscriptions: one year $3; two years $5 to U.S. & 
Possessions. Foreign: one year $4; two years $6. 
50¢ a copy. When changing your mailing address, 
please give six weeks’ notice and provide both 
your old and new addresses, as well as your title, 
company name and postal zone number. 


* 


THE OFFICE is published the first of every month by 
Office Publications, Inc., 232 Madison Ave., New 
York 16, N. Y. LExington 2-2245. Cables: Wilhof, 
New York. Accepted as controlled circulation pub 
lication at East Stroudsburg, Pa. Printed in U.S.A 
® Office Publications, Inc Entire 
©Copyright 1960, Office Publications, Inc. All Rights 
Reserved. Founded 1935. 


contents 
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The CANADIAN OFFICE (published monthly 
in Canada) 
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NB PD National Business Publications, Inc. 
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. THE BENDIX G-15 

IS THE LOWEST-COST 
PUNCHED CARD COMPUTER 
YOU CAN RENT OR BUY 


b 
By adding the Bendix Punched Card Coupler to the 


basic G-15, you have full alphanumeric punched card 
capabilities combined with the G-15’s powerful com- 
puting ability. Price: less than 1/2 that of any equiva- 
lent system. The Punched Card Coupler allows the G-15 
to use seven standard models of card readers, punches, 
and accounting machines. Up to three may be con- 
nected on-line at one time, and all input-output is fully 
buffered. And with the G-15, as standard equipment, 
you have a fully alphanumeric typewriter, a paper tape 
punch, and a searchable high-speed photo-electric 
paper tape reader. Low-cost magnetic tape units are 
also available. The great versatility of this business- 
scientific system, at such a remarkably low price, is 
setting new standards of computing economy. 


Write for details. 


py LOS ANGELES 45, CALIFORNIA 
© DEPARTMENT T.18 


DIVISION OF BENDIX AVIATION CORPORATION 


For More Information Circle No. 275 
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dge)aaim 2elelamelia-1e1am olatant 
copy machine with... Patapar. 
So TRANSLUCENT MASTERS 


Sriewme e SHARP enough for the Board of 
oe Directors 


e FAST enough for the busiest 
executive 


e INEXPENSIVE enough for the 
smallest budget 





e From the most detailed engineering 
drawing to typed or handwritten re- PATERSON 


ports, every line is clearly reproduced 8) 
in seconds with Patapar Translucent : . ; ARCH MENT 
’ Parchment masters. _ es 
Save time, save dollars and add PAPER CO. 
greater efficiency to your office. BRISTOL. PA 
Write for samples of Patapar Trans- 
lucent masters. They’re available in a 
range from lightweight to rigid card 


PATERSON PARCHMENT PAPER COMPANY, Bristol, Pennsylvania 


Please send me sample kit and information about Patapar® Translucent Masters. 





e 
(PLEASE PRINT) 
Title 





Company 
Address 








— State 








For More Information Circle No. 332 
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This index, prepared for your convenience, lists the products and services adver- 
tised in this issue. Refer to pages listed for information on each. Further details 
can be had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES. Reader inquiry card numbers are at the 
bottom of individual advertisements. 


PRODUCT 


ACCOUNTING BOARDS 
Shaw-Walker 


ACCOUNTING MACHINES 
MUNN (et kcdbcsnkeavars 


ADDING MACHINES 
Add-O-Matic 

Addo-x Clisiion 
Comptograph .. 
National 

Regna Pe adeaaaeee 
ea 


ADDRESS LABELS 
Dupli-Snap . 


ADDRESSING EQUIPMENT 
Duplicard areas 
Master .. 

Quik-Sorter 

Scriptomatic ...... 
Speed-O-Print ... 

Visiriter .. 


ADHESIVES 
Paste Pen .......... 


ATTACHE CASES 
Sturdex 


BINDERS 


Accopress 
Perma Snap Bindr .... 


BINDING, PLASTIC 
Plastico 


BLUEPRINT FILES 
Confidential 


BORDERED BLANKS 
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PAGE PRODUCT 


BRIEF CASES 


Sturdex 
Tufide 


BRISTOL, INDEX 
Mechano Form 


BUSINESS SHOWS 
OMAC .... 


CALCULATORS 
Deci-Magic 
Divisumma 

Friden eee 
Monro-Matic . 


Plus-Diehi ..... 
Totalia 

Transfio ...... 
WIE wane exes 


CALENDARS 
Ever Ready ... 


CAMERAS 


Goodkin 
Kenro . 


CARBON COPY SETS 
Duplisette 
Letterex .. 
Rogersnap 


CARBON PAPER 
> ee 
Flagship 
MultiKopy 
Nu-Kote 
Plasti-Kleen 


CASH REGISTERS 


MN 2G tenic des cansdedens , 


CASH REGISTER PARTS 
Cashere 


CASTERS, REPLACEABLE 
Colson 


PAGE 


68 


238 
272 
269 


254 
71 
147 
233 
67 


55 


PRODUCT 


CERTIFICATE BLANKS 
Goes ..... 


CHAIRS 


Bevco ... 
Cramer 

Cole 

Rock-It 88 .. 
Virco ae 


CHARTMAKING SUPPLIES 
Chart-Pak 
Graph-A-Plan 


CHECKWRITERS 


CLEANING CLOTHS 
Masslinn 
Scotch 


CLEANSING CREAM 
eee ; 


CLOTHES RACKS 


Decorator 


COLLATORS 
Collamatic . 
Gather-All 
Gathermatic 
Halverson .. 
Heinz .. os 
Maceymatic .. 
Rotomatic .... 


CONTROL BOARDS 


Boardmaster 
Visual Magnetic .... 


COPYHOLDERS 


Cop-e-Eez ........ 
Rite-Line .. 





PRODUCT 


COPYING MACHINES 


PRODUCT 


DUPLICATORS, OFFSET 
Dav-A-Matic 


2 A. B. Dick 


Luxacopy 
Ozalid 
Photorapid 
Photostat 
Thermo-Fax 


COUNTER-IMPRINTER 
Tickometer 


DATA PROCESSING, Automatic 


Computyper 

Keysort — 
Tape-File Sa ee 
Tech Panel LP 


DATING MACHINES 


Krengel 


DESK TOP CLEANER 
Lin-O-Kleen 


DESK TRAYS 


Se a eee 
Flash 

Rubbermaid 

Streamliner 


DICTATING MACHINES 


Scribe : : 
OS eee 
StenOtape .. 

Time-Master 

kk erie cewa es : 


DRAFTING EQUIPMENT 


Chart-Pak 
Graph-A-Plan 
Grifhold 
Xpandx 


DRAIN PIPE CLEANER 
Flush Gun . 


DRAPERY FABRICS 
Saranspun 


DUPLICATING SUPPLIES 


Ditto 
Masterlith . 
Multilith .. 


DUPLICATORS, SPIRIT 
Conqueror 
Copease-Banda 

Old Town 

Piccolo 


DUPLICATORS, STENCIL 
Gestetner 


ELECTRONIC COMPUTERS 
Bendix 


ENVELOPE OPENERS 
Mailopener 


ENVELOPES 
Outlook . 


ERASERS 


EraserStik 
Jet 


EXPENSE ACCOUNT SYSTEMS 


Common Sense 
Traveletter 


FACSIMILE MACHINES 
Gestefax 


FILES 

Acme Visible . 
Akro-Mils .. 
Atlas .... 
Blueprint 
Columbia 
Corres-File 

Ever Safe . 
LeFebure 
File-O-Matic 
Magazine 
Miracle 

Perma Snap Bi ndr 
Pronto 

Revo-File 
Spacefinder 
Tape-File .. ‘ 
Tract-A-File ......... 


FILING SUPPLIES 


ROD asus 

OS ee 
Barkley 
File-A-Sist 
— 


Opnwindo Tabs 
SmithKlips 


PRODUCT 


FOLDING MACHINES 
Foid-O-Matic 


FORMS 


Baltimore 
Bedinghaus 

Blue Chip 

Carbon Ready 
International 
Letter-Gram 
Rogersnap 
Stevenson & Smith 
Transkrit 


FORMS HOLDERS & REGISTERS 
Saunders 
Topper ns — 
FORMS RULER 

240 


HANDCLEANER 
226 


KEY CONTROL 
Pe a ecsee. 243 


KNIVES 
Grifhold con Te 


LABEL HOLDERS 
OPI Slip-on ‘ 48 


LAMPS & LIGHTING 


63 


LETTERHEAD ENGRAVING 
Dewberry 


LUGGAGE 


Sturdex 
Tufide 


MACHINE CONTROL PANELS 
Tech Panel 


MACHINE STANDS 


MACHINE TIMERS 
Engler 


MARGINAL PUNCHED CARDS 
Keysort 

Stevenson & Smith 

MICROFILM EQUIPMENT 


Thermo-Fax 


MOISTENERS 
Sanitouch 


NUMBERING MACHINES 
Quick- 
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spacefinder HAS system 


*successfully saving time, space 
and money in thousands of offices 


Revolutionary new Spacefinder Filing System gives savings up to 50% in 
clerical time, floor space, and cost — while affording the same dust, dirt and 
file protection as drawer files. Write for Planning Kit and Free Catalog. 


*Can you identify the six filing applications above? (1) Medical records files 
n an outstanding Pennsylvania hospital. (2) Blueprint files in engineering 
section of a leading manufacturer of data processing equipment. (3) Mort- 
gage loan files in a prominent Los Angeles savings and loan company. 
4) Terminal digit filing in Auto Use Tax division of the Department of 
Motor Vehicles in a large Western state. (5) Saving space in the one-girl 
personnel office in a national airline regional 


office. (6) Beauty and orderliness in the home Tr EE 


office of a major western insurance company rFRODUCTS CO. 


Free Planning Kit shows how Spacefinder Filing System can 
save time, space, and money in your office. Write to Free Plan- 
ning Aids, Tab Products Co., 995 Market St., San Francisco 3. 





For More Information Circle No. 301 





PRODUCT PAGE 


OFFSET EQUIPMENT, SUPPLIES 
(Also See Duplicators, Offset) 

ATF .... eae . 214 
Atlas .... . 255 
Dustroyer ae 
Ektalith .. . 177 
File-O-Matic 54 
Flip-Top ... : 256 
Goodkin ..... . 187 
Kenro . 68 
Mercury .... . me 
Photo Panels . . 212 
Plastiplate ... Jn 
Roll-O-Graphic > ae 
3M Plates .... 97-102 


PAPER CUTTERS 


NIN cowie cake so.caks sae, 
Kutrimmer . ; cece) a 
Triumph ie ae 


PAPER DRILLS 
ae ie ce 


PAPER HANDLING COMPOUND 
Sortkwik 


PAPER SHREDDERS 


PAPERS, DUPLICATING 


Atlantic 
Gestetner 
Hamilton 
Mackinac 
Nekoosa ... 
Rip-Proof 


PAPERS, LEDGER 
Mechano Form 


PAPERS, LETTERHEAD 


Gilbert 
Hamilton 
Mackinac 


PAPERS, ONIONSKIN 
a ee ; 


PAPERS, TRANSLUCENT 
PASTE PEN 


PAYROLL SYSTEMS 
Shaw-Walker 


PENCILS 


Futura 
Mongol 


PENS, BALLPOINT 

All-Rite Peedenk 
I oS ncn bck snensewy 
Scotty pibh eam 


10 


PRODUCT 


PERFORATORS 
American 


PHOTOCOPIERS 
(See Copying Machines) 


POSTAGE METERS 
Pitney-Bowes 


POSTING EQUIPMENT 


2 PUBLICATIONS 


ree 
THE OFFICE .. ¥e 
Reproduction Manual 
Systemation 


PUNCHED CARD COUPLER 


RIBBON FABRICS 
Super-Sharp 


RIBBONS, INKED 
Carter's 


Webster 


RUBBER STAMPS 
Dial-A-Phrase 


50 Krengel .. 


SAFES 
Ever Safe 


SEMINARS 


SOUND CONTROL 


Acoustinet 
Acoustors 


SPOT CARBONIZATION 
Transkrit 


STAPLERS 
Bostitch ... 


STAPLERS, ELECTRIC 


RE Se eee 
Staplex 


34 STORAGE CABINETS 


Akro-Mils ... 
Borroughs . 


TABLE TOPS 
Johnson 


PRODUCT 
TABLES, FOLDING 
Virco-Matic 


TAPES, MENDING 
Scotch Magic 


TAPES, SELF-ADHESIVE 
Scotch 


TELEPHONE NOISE CONTROL 
Hush-A-Phone 


TELEPHONE STERILIZER 
Steriphone . 


TEMPORARY HELP 
Manpower 


> TIME RECORDERS 


Calculagraph 
Clipper 
Krengel ... 
Lathem 


TYPE CLEANER 
Scotch .. 150, 151 


TYPE COMPOSING MACHINES 


Headliner oe ae 
Justowriter . 188 


TYPEWRITER PARTS, TOOLS 
Dreus‘cke 

Futuristic Platens .. 
Typewriter Sundries . 


TYPEWRITERS, AUTOMATIC 
Auto-typist .. 


TYPEWRITERS, ELECTRIC 
Documentor 5! 
Smith-Corona ...Inner Front Cover 


TYPEWRITERS, PORTABLE 
Cole ... 

Facit 

Olympia 


TYPEWRITERS, STANDARD 


Outer Back Cover 
Inner Front Cover 


TYPING CARD HOLDER 
Palson 


XEROGRAPHIC EQUIPMENT 
Goodkin ; My ARR ere 
Kenro .. wig 

Xerox 


THe Orrice—-February, 1960 











The Money Machine”. . .§ 


a 


...in-which it expands a rental business.for a car dealer 


“Our Monroe Accounting Machine saved us $6,724 “That's what you'll call your Monroe 
its first year,” says Stanley Meisel, president of Accounting Machine. It saves money 
Meiselgate, Cleveland auto agency. “We used the - lowering cost; makes money by 
© 28 ‘ reeing capital to grow on. 

money to enlarge our subsidiary, Carnegie Auto Rental FREE CASE HISTORIES 

Co. Our Monroe also took over Carnegie’s extra book- {earn how Monroe Machine Account- 
keeping without extra clerical help, saving us even jing finds more money to grow on for 
more.” Meiselgate earned a 500% profit on the $1,195 companies like yours. 

they paid for their Monroe through lower accounting Write: Accounting Machine, Dept. 12, 
costs. Why not look into Monroe Machine Monroe Calculating Machine Co., 
Accounting? As little as $750 buys it. Orange, New Jersey. 


See the MAN from M NR E 
for CALCULATING 


Me ADDING + ACCOUNTING 
A DIVISION OF LITTON INDUSTRIES DATA PROCESSING MACHINES 


Monroe Calculating Machine Company, Inc., Sales and service in principal cities everywhere. General offices, Orange, N. J. 
For More Information Circle No. 329 
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Fig. 1. This form is filled out when records are removed from active files. 
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Records Storage Procedure 


PHILIP SCHNEIDER, Supervisor of Office Services, 
Republic Aviation Corp., Farmingdale, N. Y. 


E HAVE THOUSANDS of rec- 
W ords that are referred to occasion- 
ally. Like other companies, we were 
faced with the problem of taking these 
records out of active files, where they 
were occupying valuable space, and 
storing them where they could be con- 
veniently and speedily retrieved when 
needed. A centralized storage area for 
semiactive and dead records was the 
obvious answer to our problem. How- 
ever, with the volume of records we 
handle, centralized storage raises a 
space problem. Thousands of square 
feet, which would be appropriated for 
this purpose, otherwise could be de- 
voted to manufacturing or offices. We 


had to find an economical solution to 
the floorspace problem that would also 
afford us convenience and accessibility. 

In working out our solution, many 
factors had to be considered. For ex- 
ample, the major portion of our busi- 
ness is done with the Air Force under 
government contracts. All records per- 
taining to government contracts must 
be maintained for seven years after 
close of the contract. Taking working 
time into consideration, this means that 
some records must be kept available 
for up to 15 years. Due to the quanti- 
ties ordered and the varying delivery 
schedules, our plant force changes ac- 
cordingly. To insure an adequate “on 


Each department transfers its own records to the storage file boxes. 


nh 














The author (above) in the semidead records storage department which has received many 






shown below. 


call” supply of workers, personnel and 
medical records must be kept for up to 
20,000 employees at all times. 

All personnel records are filed in the 
semiactive area, a mezzanine where a 
weight restriction was a problem. To 
be able to store more records and elimi- 
nate the need for heavy, expensive steel 
or wood shelving, we used Tandem file 


14 


of Republic Aviation’s good housekeeping awards. Tab cards in Staxonsteel files are 


shell with 
storage boxes supported by steel back 
and front. When stacked and locked 
together, the shells provide inexpensive 
lightweight shelving to hold the boxes. 

After considering the areas available, 
it was decided to establish two stages 
of records: semiactive to be kept on the 
premises of the Farmingdale plant, and 
dead storage at a warehouse offsite. 
The file boxes provide a convenient 
means of moving the records from 
active, to semiactive, to dead storage. 
The Tandem box unit is a record stor- 
age product developed by Bankers Box 
Co. of Franklin Park, Ill. We use the 
15” x 12” x 10” boxes to file almost all 
our records. They can hold letter or 
legal size folders and be adapted for 
other size forms. 

Files remain in the boxes through 


units consisting of a two 
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Xo. 


REQUEST FOR DESTRUCTION OF RECORDS _ 
Date... 
he following RECORD stored for the 


Div. 

















Remarks 


















































1EOUFSTED BY 








~ Office Manager 





CREMATION CERTIFICATE DESTRUCTION OF RECORDS 


WE the undersigned hereby certify that the records described above: item stored 


in the year 19__ for the Dept. 





Division have been cremated on authority per above REQUEST dated 





Witness Witness 








Title Title 














= 





Fig. 2. This form is used to periodically check all departments in order to keep records 
continually moving from semiactive, to dead, to destruction. 
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count on our Nekoosa’ Opaque 


to keep show-through down! 


Nobody likes show-through. In fact, here 
at Nekoosa we despise it! That's why 


we spent years and years in developing 





Nekoosa Opaque ...a paper with just 
helo Mi Mille time) sleep ae cella Mel 
Keeps show-through to a minimum... 


even in the light weights! 


OPAQUE 


_- ~, 4 
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all stages from active, to semiactive, to 


dead storage, and finally to their de- 


‘struction. As soon as a department 
head decides to remove records from 
his active files, he sends a requisition 
to the stationery section of office service 
for boxes. He also fills out a Stored 
Records Inventory Control form (Fig. 1) 
containing complete number, nomencla- 
ture, size of box, and date-to-date stor- 
age period. A number is assigned to 
the box and entered on the form. One 
copy of the form is sent to the office 
service department with the boxes; the 
other is retained by the department 
whose records are being stored. When 
the retention period expires, we check 
with the initiating department to find 
out if a new retention period is to be 
established, if the records are to be sent 
to dead storage, or destroyed. 

Each department head is responsible 


18 


When a_ depart- 
ment wishes to re- 
fer to stored rec- 
ords, a requisition 
form is filled out to 
show storage box 
number and, im a 
matter of minutes, 
the desired records 
are on the way to 
the requisitioning 


department. 


for filing his records. Once loaded, la- 
beled and numbered, the files become 
the responsibility of the office service 
department to store and finally destroy. 
When our department is requested to 
return a dead record, we return the 
whole box to the department. Since 
they originally filed the material in the 
box, we have virtually eliminated com- 
plaints of lost or misfiled documents. 

The office service department en- 
deavors to keep the record storage areas 
neat and clean at all times and we feel 
that proper lighting and equipment 
helps to keep our system in efficient 
working order. We periodically check 
all departments to see that records con- 
tinually move from semiactive, to dead, 
to destruction (Fig. 2). Approximately 
200 boxes of records are transferred 
each week from active, to semidead, to 
dead files. 
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The Divisumma 24 combines a remarkable ‘“‘memory”’ 

with high-speed, high-capacity calculation, and pro- 

vides an easy-to-read tape record of all operations. e s 
A constant factor isautomatically retained. Automatic 0 ‘ ive t ti 
re-entry of intermediate results makes it especially 

useful for multifactor multiplication and combined 

operations. No operator training is required. Olivetti 

Corporation of America, 375 Park Avenue, New York 

22, N.Y.: branches or dealers in all principal cities. 
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You Get Things Done With 
Boardmaster Visual Control 


yy Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

vy Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

yy Simple to operate — Type or Write on 
Cards, Snap in Grooves 

vv Ideal for Production, 
Scheduling, Sales, Etc. 

vy Made of Metal. Compact and Attractive. 
Over 500,000 in Use 


Complete price $4950 including cards 
FREE 24-PAGE BOOKLET NO. F-200 

Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


Yanceyville, North Carolina 


For More Information Circle No. 356 


NOTICE TO H.B.B. 


It’s a good idea. I’m keeping 
it in my Columbia File. 


Traffic, 


Inventory, 




















Send for catalog and name of dealers 
in your area. Columbia-Hallowell 
Division, Jenkintown 88, Pa. or 
SPS Western, Santa Ana, Cal. 





For More Information Circle No, 357 





| roll, sales statistics and billing. 
| lived up to our expectations to the extent 
| that we have ordered Ramac equipment. 
| We now find the reports and payroll data 
| essential to our plant operation. 








1960 ANNUAL OFFICE 
MANAGEMENT FORUM 




















(Continued from the January issue) 


Savings in Personnel 


We have had IBM accounting equip- 
ment for 20 years and have been getting in 
much of the new equipment as it has be- 
come available, such as the 604 computer 
and 407 accounting machine. We are prob- 
ably considered a medium sized business 
and so would not have occasion for using 
the larger 650 type computers but we have 
had the Ramac 305 installed for more 
than a year now. This just suits our needs, 
because of our large inventory and produc- 
tion control application. We do feel that 
the Ramac has fulfilled all expectations, 
but it has taken us up until now to do all 
we had planned. Now we hope to develop 
new techniques and improvements, if not 
new applications. 

There have been lots of new problems 
but they seem to have all resolved them- 
selves so that we are getting more infor- 
mation quicker and at no extra cost be- 
cause we have had a personnel savings. 
We have been very interested in the new 
4100 IBM series, as we feel that that will 
certainly meet many needs for concerns of 
our size who do not have the particular 
inventory problem that we have, but I do 
not believe that we are large enough to 
have both the 4100 series and the Ramac. 
—W. G. BRADFORD, Hastings Mfg. Co., 
Hastings, Mich. 


Probably Higher Costs 


For the past five years we have had 
punched card equipment handle our pay- 
It has 


In fact, 
we are planning more extensive sales and 
analytical work and are planning to put 
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The pencil 


that speeds 
your 
pencil work 


For More Information 
Circle No. 480 


Do you realize how many pencils are working in your office every minute 
of every working day? Isn’t it important to you that the pencils your staff 
uses help them to avoid finger fatigue, help improve efficiency? 


The FUTURA pencil has a scientifically designed shape that feels natural 
and comfortable in the fingers. It doesn’t tire the hand. It improves legi- 
bility. It helps to increase efficiency and speeds your pencil work. Try one 
yourself and you'll agree. 


OFFICE MANAGER: Write on your company letterhead fora sample FUTURA 
pencil, the pink pencil with exclusive TRY-REX shape. 


RICHARD BEST Pencit company, Inc., Springfield, N. J. 





“NO SIR! you'll never find 
a chair value to match 


7 , 
|/-LINE 
1500 SERIES 


oS 
“Relax, boss! I’m not going to , 
suggest you spend a fortune... 
because this chair is the biggest 
value of them all. But it will give 
you the most comfort. . . and it 
will help you get through these 
long busy days. And like all the 
Cramer V-line series, it has 
finger-tip adjustments .. . 
replaceable seat covers .. and 3” 
foam seat cushions. With a 
Cramer, you are ‘backed by the 
best’! (I'd like the matching 
secretary’s chair, too).” 


MODEL 1523 


CALL YOUR 
CRAMER DEALER 


or write for complete details 


POSTURE CHAIR CO., INC. 
625 Adams, Dept. TO-2, Kansas City 5, Kansas 
For More Information Circle No. 319 





inventory control and analysis on our new 
equipment. 

We cannot say we have decreased our 
office costs. In fact, our office costs have 
probably increased considerably due to the 
high cost of machine rental. However, we 
have speeded up considerably getting re- 
ports to management. It is true that, with 
more detailed reports issued much faster 
than formerly, we have obtained greater 
flexibility and saved the time of our 
executives. We decided on Ramac since 
we were outgrowing present office space 
and were at the end of the capability of 
our equipment with respect to new re- 
ports—EDWARD T. KITCHEN, Treas- 
urer, Wise Potato Chip Co., Berwick, Pa. 


Likes Marginal Cards 


We do not have any automatic data 
processing equipment in use. We do have 
a Royal McBee card system which has 
been in use for several years, but it is not 
automatic. We can say that it has lived 

up to its its expectations and has done a very 





fine job tor u.—W. H. BOXWELL, Direc- 
tor of Purchases, Crystal Tissue Co., 
Middletown, Ohio. 


Has Ordered an EDP System 


We currently are not involved with auto- 
matic data processing in our division of 
the corporation. I believe we have been as 
actively interested in ADP as have most 
other manufacturing concerns of our size 
in the last five years. It has been our feel- 
ing to date that the hardware available 
has been too expensive for our applica- 
tions. Either we were not ready for the 
equipment or the equipment was not ade- 
quate for our requirements; or a little of 
both. 

Up until recently, our feasibility studies, 
which have been primarily directed to- 
wards accomplishment of dollar savings, 
have not indicated such possibilities with 
equipment on the market. Now we have 
determined that the IBM 1401 Data 
Processing System, although at a break- 
even A point o on costs, appears to afford con- 








A whole new way TO CLEAN FLOORS! 


fire retardant 
plus a germicide 


with Masslinn* 


CLEANING CLOTHS’ and SWEEPING TOOL 


SEND FOR SAMPLES AND DETAILED INFORMATION CHICOPEE MILLS INC. e 47 WORTH ST., N.Y. 13, N.Y. 
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For mending, this tape makes a hit 
because... you can write over it! 


REG. U.S. PAT. OFF. 


ScOTCH BRAND 
No. 810 Magic 
Mending Tape 


For permanent paper mending 


Type over it; write on it with pencil, ballpoint, or regular pen. There’s 
absolutely nothing like this Magic Mending Tape. It disappears on 
paper like—vwell, like magic. Sticks tight, stays clear, won’t curl, peel or 
discolor—ever! Available at stationers everywhere! 





Mends paper permanently. 
““SCOTCH”’ BRAND Magic Mending Tape 
stays clear, never yellows or gets sticky, 
lasts as long as the paper it mends. 
Ideal for repairing documents, book 
pages, all office records. 


Mends invisibly. You won't believe 
your eyes! This tape disappears when 
it touches paper. It has a matte-finish 
that doesn’t shine. Safe for use in copy- 
ing machines too—won’t opaque. 


And — you can write on it! Takes 
any writing without a skip. Perfect 
for splicing in revisions and adding 
attachments. 

Ask your office supplier for ‘““SCOTCH”’ 
BRAND No. 810 Magic 
oe, bined Se 
standar es is- 

ores pensers). Write for 
Mon Mneing 2 free booklet about all 
eee —- the handy “SCOTCH” 

GES BRAND Tapes for 

office use. Address: Dept. CAQ-20, 3M 
Company, St. Paul 6, Minn. 


“SCOTCH” and plaid design arereg. trademarks of 3MCo. 


Miiwnesora 
Miiaine anno 


Wanuracrurine COMPANY 


.+s WHERE RESEARCH IS THE KEY TO TOMORROW 
For More Information Circle No. 412 


siderably more flexibility and capacity 
than conventional tabulating equipment, 
and we have entered our purchase order 
for this system.—D. C. BOONE, Con- 
troller, Armco Div., Armco Steel Corp., 
Middletown, Ohio. 


| Train Own Machine Personnel 


Our punched card machines were in- 
stalled in the fall of 1956, primarily for 
processing requisitions for stores supplies 
and development of stock control data. Ma- 
chines had been installed in other regions of 
GSA for some time prior to this and the 
basic procedures were fairly well estab- 
lished. Since that time many improvements 


| have been developed and use of the ma- 


chines has been expanded to the extent that 
most routine clerical tasks, in which there is 
sufficient volume of activity to justify auto- 
matic processing, have been mechanized. 
One of our principal problems has been 
recruiting and retaining competent ma- 
chine technicians since our salary rate for 
machine operators is below the prevailing 
level in this area in comparabie commer- 
cial installations. This has necessitated 
devoting a good deal of time to training 
new personnel and has resulted at times 
in a machine product which is not as uni- 
form or accurate as is desirable. 

The material generated by the ma- 
chines has enabled us to reduce our in- 
ventory and, at the same time, reduce the 
ratio of stock outs. We have also ab- 
sorbed an increased workload without a 
commensurate increase in personnel. The 
number of monotonous, drudgery type 
tasks has also been reduced. A variety of 
Statistics is available but the limited 
amount of information which can be 
accumulated on one punched card necessi- 
tates several different records. The accu- 


mulation of historical data is also difficult 


and wasteful of machine time in a punched 
card processing system. The card limita- 
tion has also made it impractical for us to 
prepare purchase orders through the use 
of the punched card equipment. While 
there are many problems associated with 
the use of data processing equipment, we 





Chart-Pak Tapes for Graphs and Charts. . . 
now in NEW TAPE-SAVER DISPENSER 


(at no extra cost) 


ONLY CHART-PAK HAS IT! 
Keeps tape edges clean 
No waste... use every inch 
Easy spindle storing 
Protected from damage 














Make clean, professional looking charts, graphs and other 
visual presentations fast... easy ... without the fuss and 
muss of a single pen stroke. Available in a wide variety of 
patterns and colors. Precision slit in widths from 1/64” to 2”. 
Backing sticks firmly, will not melt under heat of reproduction 
... yet can be easily lifted and reapplied for corrections. Ideal 
for use on all surfaces. Special Chart-Pak planning boards and 
sheets also available. 














Write for full details or consult your Yellow Pages 
r) under “Charts-Business:’ 


A e€ 
as “ - 


See us at the CHART-PAK, INC. 























Chicago Business Show 
Feb. 29-Mar. 3 


Booth 165-166 372 River Road, Leeds, Mass. 


ORIGINATOR OF THE TAPE METHOD OF DRAFTING 
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are of the opinion that overall use of 
the equipment results in a better end 
product at a reduced cost.——G. A. ED- 
MAN, Acting Regional Director, Federal 
Supply Service, General Services Adminis- 
tration, Seattle. 


Apply Proper Scheduling 


Our company is a large user of data 
processing equipment and, while there are 
certain outstanding benefits, there are also 
several detrimental factors involved. I 
believe that it has lived up to all our ex- 
pectations but it has generated problems 
such as tardiness in getting out certain re- 
ports which heretofore adhered to a strict 
schedule. I believe that most of the prob- 
lems can be alleviated by proper scheduling 
and by a realistic view on the part of 
management in not expecting miracles. 

Data processing has certainly been a 
boon to management and, in particular, 


accounting. It is my personal opinion that 


the manufacturers of such equipment have 


oversold their product by leading manage- 
ment to believe that the equipment will 
produce more work than such equipment 
is actually able to handle. I am entirely 
in favor of data processing and its many 
advantages can be utilized to their fullest 
extent only when serious consideration is 
given to the information that is required 
and proper scheduling is applied—D. A. 
NICHOLS, Purchasing Agent, National 
Vulcanized Fibre Co., Lestershire Div., 
Johnson City, N. Y. 


Better Data Transmission 


Automatic data processing is living up 
to all expectations in our organization. Of 
special importance to us have been elec- 
tronic equipment such as the IBM 604, 650 
and 305. Management information is now 
available days earlier after month-end 
closings. Special analyses, never before 
economically possible, have now become 
routine. One of the major problems is 
being able to obtain an adequate methods 








increase office eff 
by measuring productive 


# Ws 


orn sit se 


SERIES TRTJ 


<< TIME RECORDER 
wes|. +TOTALIZER 


The TRTJ Recorder automatically charts 
on tape the on-off time of any business 
machine to which it is connected. Distin- 
guishes between productive and idling 
time. Access window permits notation of 
project number directly on tape. Visual 
meter shows total productive time. Easily 
installed from our complete instructions. 


Sn Nn Sea 


satin 


{ ALE insteument corr. * 657 BROADWAY, 


iness machines—autom 


SERIES TTJ 


TIME TOTALIZER 
sje y from $26” 


TTI Totalizer automatically adds produc- 

tive time of any business machine to which 

it is connected. Visual meter shows total 

productive time in any period. Pilot light 

indicates when 

business ma- FREE 

chine is being Catalog Ti—how 

used. Easily to monitor all 
types of busi- 


installed from , J 
our diagrams. Fa, ness machines. 
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staff that understands the fast changing 
equipment. Faster and more economical 
long-range data transmission would be 
most desirable at this time. With more and 
more centralization of data processing, 
the transmission of source information is 
the heart of such systems.—C. F. WIL- 
LIAMS, General Motors Corp., Bristol, 
Conn. 


Gratifying and Challenging 


Our experience with our IBM card 650 
computer has been both gratifying and 
challenging. Gratifying as to its perform- 
ance and the successful applications that it 
now services. Challenging in that it toler- 
ates no mistakes or errors of omission. 
Under manual methods, mistakes were 
made that had not been disclosed. Now, 
mechanized with a computer system, the 
manual preparation of input data must be 
exact. 

Activation and maintenance of a com- 
puter data processing system requires spe- 
cialized talents that are difficult to de- 


velop and retain. System analysts, pro- 
gramers and computer operators are all 
important for the successful operation of 
the electronic idiots. Presently the supply 
does not meet the demand and poses one 
of the serious problems that is experienced 
today in computer data processing. An- 
other major problem today, the solution 
of which we must look to the manufac- 
turers, is that of improving the method of 
converting original data to computer 
language for electronic data processing.— 
REXFORD FE. BRUNO, Controller, 
United Air Lines, Chicago. 


Will Make Complete Study 


This company has had no experience 
with automatic data processing. Although 
company sales are in excess of $60 million 
and we are handling around 12,000 indi- 
vidual sales orders monthly, we still 
process orders and figures manually with- 
out using punched card or computing 
equipment. This is because we short-cut 
many administrative procedures, thus 
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A BRAND NEW IDEA FOR 


RECORD 
S 


THIS 
COUPON 
WILL BRING 


INDIVIDUAL 


It's unique! It’s different! It's the 
realistic, modern and economical 
way to store office records in 
CE units that are carry-able. Effects 

savings of more than 75% on 


x The PAIGE Company *é 


Send new Brochure on MIRACLE FILE 0-2 


equipment costs and 300% en 
space costs. MIRACLE FILES are 
regarded as a MUST by modern 
management. Investigate today 
how they can curb rising costs. 


Tops In Economy! 
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NY 
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SS 
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A. 
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So you think metered mail 
is only for big business? 


“Tain't so. This little postage meter 
is a big help, even in this me-and-the- 
boss outfit. Always has the stamp we 
want, for letters or packages. Printing 


postage is quicker and slicker than 
sticking old-fashioned stamps. And I 
don’t have to baby-sit with a stamp 
box, or lick envelope flaps any more.” 
You don’t have to be a big mailer to 
use a postage meter. No minimum mail 
volume is required. One third of the users 
of the DM, the small desk model meter, 
average less than $1 a day for postage. 
A postage meter prints postage as you 
need it for any class of mail—directly on 
the envelope, or on special gummed tape 


PITNEY-BOWES 
Postage 
= Meter 


Offices in 122 cities in U.S. and Canada. 


for parcel post. Prints your own small ad 
at the same time, if you want one. Seals 
envelopes, too. Makes mailing fast, easy. 

The postoffice sets your meter for as 
much postage as you want to buy at one 
time. Postage in the meter is protected 
from loss, damage or misuse; and is 
automatically accounted for. 

Metered mail also needs less handling 
time in the postoffice, can often make 
earlier trains and planes. 

There’s a meter model, electric or 
hand, for every office. Ask the nearest 
Pitney-Bowes office for a demonstration. 
Or send for free illustrated booklet. 


FREE: Handy desk or wall chart 
of new postal rates, with parcel 
post map and zone finder. 


PitNeEY-Bowes, INc. 
3479 Pacific St., Stamford, Conn. 


Send free (1) booklet 4 Postal Rate Chart to: 


Name 





Address 
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Double your offset 
production 


With the new A. B. Dick Large 
Image offset duplicator you can 
double the production of 8 14" x 
11” letterheads, forms, bulle- 
tins, by running 2-up on an 
11” x 17” sheet—at speeds up 
to 9000 per hour. Smaller size 
forms can be run 3-, 4-, or 
more up. 

The Model 360 handles a 
wide variety of high quality 
offset jobs in sizes from 3” x 5” 
to 11” x 17”; from 12 lb. bond 
to 110 lb. Bristol stock. Even 
runs envelopes. Exclusive 
Aquamatic Control meters the 
exact amount of fountain solu- 
tion to maintain proper water- 
ink balance. 


Self-adjusting cylinders 
automatically compensate for 
changes in master or paper 
thickness. No tools required. 
Job change-overs are accom- 
plished in minutes. Take-off 
and clean-up are fast, too. 
Plate costs are low. Complete 
line of accessory attachments 
increases versatility. 

Also available in fully auto- 
mated models for magnetic ink 
imprinting and high speed sys- 
tems work. Call your A. B. 
Dick Company distributor, 
listed in the yellow pages, for 
information or a free demon- 
stration. Or mail the coupon 
now! 


fay A:B-DICK’ 


0) Send new brochure de- 
scribing this new ‘‘Large _ Position 
Image”’ offset duplicator. 

Company 
A. B. DICK Company, 
Dept. 900-20 Address 
5700 West Touhy Avenue 
Chicago 48, Illinois 


DUPLICATING PRODUCTS 


Zone___ State 
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NO OTHER 

PAPER CUTTER 
BUILT SO WELL 
TO SELL SO LOW 


“TP nefconnn olin” 


the precision Paper Cutter 


SIZES: 
14” and 18” 


(20 "suet 


FOR OFFICE, 
BOOKKEEPING AND 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations with duplicat- 
ing departments, stationers, photo finishers, small 
printers, lettershops, mimeograph, offset shops, 
advertising agencies, schools and colleges. 


Order from your dealer or 
MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N.Y. 
© Dealer: Write For Profitable Sales Pian. 
For More Information Circle No. 437 





NEW “ow- (Cost 


FOLD-0-MATIC 
Electric Folding 
uteldalialss 


FOLDS + CONVEYS + STACKS 

120 SHEETS PER MINUTE 
THE PRINT-O-MATIC CO., INC. 
724 W. WASHINGTON BLVD. © CHICAGO 6, ILL 


For More Information Circle No. 438 
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| streamlining our administrative operation. 


As a result, office employment is less than 
10% of total employment and our office 
departments usually contain less than a 
dozen people. 


Nevertheless, the younger management 
group believes we could improve paper- 
work procedures by an integrated approach 
to automatic data processing. In my per- 
sonal viewpoint, a thorough methods study 
by a qualified industrial engineer would 
precede any specific thinking about 
hardware. Once management sets its goals 
on the actual figures and reports necessary 
to properly operate our business, we would 
disregard all our present operating pro- 
cedures and redesign our entire paperwork 
system from the ground up. There is every 


| indication that such a study will be com- 


menced within the next few months.— 
FRANK GRIESINGER, Assistant Treas- 
urer, Lincoln Electric Co., Cleveland. 


Most Offices Go Too Fast 


After approximately two years of study 
as to application, scheduling and planning, 
we installed IBM punched card equipment 
which has been in use for approximately 
one year. Last October we installed a 305 
Ramac system which necessitated some 
changes from the original system. We 
have had a very limited experience but our 
IBM installations have proved most satis- 
factory and we believe this was due to 
careful planning and training in advance. 
However, we have found many problems, 
in spite of our planning, which had to be 
resolved after the installation. The fact 
that we are unable to use the machines on 
any full-time basis—up to the present 
time—means that very much further appli- 
cation will be necessary to secure com- 
plete utilization of the equipment. We 
established a policy not to discharge any 
office people because of automation and 
are depending upon attrition for the re- 
duction of our force. This is working, 
but slowly. 


At present, we have not experienced any 
financial advantage but hope that in the 
long-run this will materialize. The prob- 
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New microfilm reader 
with magazine-loading! 


By far the easiest and fastest to use! 








Another first from Recordak— 

the new Lodestar Reader! 
This microfilm reader introduces an en- 
tirely new concept in reference work. 
Cuts “look-up” time from minutes to 
seconds! And so easy—just slip the micro- 
film magazine into the reader-slot and the 
Lodestar turns on automatically. No 
threading! No adjustments! No waiting! 
It’s easy to produce films for use in 
Lodestar! Documents are microfilmed 
and indexed simultaneously, with code 
lines keyed to scale on Lodestar’s screen. 


=RECORDPK 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming 
—now in its 32nd year 


Then film is enclosed in specially de- 
signed magazine—ready for instant use! 

Many types of business will find use 
for the new Lodestar. Mail coupon for 


free folder. **Recordak’’ is a trademark 


eeee* MAIL COUPON TODAY ****eee 
RECORDAK CORPORATION 
415 Madison Avenue, New York 17, N.Y. 


Gentlemen: Please send me free folder de- 
scribing the new Recordak Lodestar Reader. 
No obligation. 66-2 


Name 





Position 








Company 


Street 





City State 
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Your stationer 
takes great pains 
to serve you 
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He stocks and studies almost 20,000 different items that keep businesses busy. Pencils. Pens. Office 
_procedures. He’s a man with expert answers to every commercial question. Take Mr. Gustave Fischer, (left) 
President of the Gustave Fischer Company, Hartford, Connecticut, one of New England's largest commer- 
cial stationers. Grandchildren of his original customers, who come in for paper clips, and purchasing 
agents of huge insurance companies all appreciate his patient, personal service. They know that what 
ever the stationery need, their stationer is the reliable source. Your stationer is, too. Try him! 


The Joseph Dixon Crucible Company seters oj america's jness sta 


including drawing pencils, colored pencils, industrial markers, accessories...and the famous Ticonderoga Pencil 
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lems which have resulted from this change 
are largely ones that pertain to reorganiza- 
tion of office people and the selection of 
members of our personnel who are fitted 
for handling this new approach in account- 
ing, billing and cost, without going out- 
side for trained personnel. New tech- 
niques are necessary and only a limited 
number of our people possess the qualifica- 
tions which be believe are required. We 
do know that within another year we 
will have very definitely reduced our office 
force and that the work then and now is 
showing a marked increase in efficiency 
and timing. Most companies move too 
fast in trying to make the changeover from 
manual to automation in office work.— 
G. N. SIBLEY, Office Manager, American 
Sugar Refining Co., Baltimore. 


Present and Future Systems 


Our accounting machine application was 
a cooperative effort to benefit the Post Of- 
fice Dept. as well as this Bureau in han- 
dling direct requisitions from the 10,000 





largest post offices for bulk quantities of 
stamps. These 10,000 include the regional 
distributing offices supplying all smaller 
post offices. Requisitions in the form 
of prepunched cards are received now at 
the rate of 1000 per day. The system, 
which was begun in February 1959, yields 
shipment invoices and summaries to recon- 
cile accounts between postmasters and re- 
gional controllers, bills our manufactur- 
ing costs to the Post Office Dept., pro- 
duces all our documentation for as- 
sembling, labeling and registering ship- 
ments, and issues a daily up-dating of in- 
ventory balances together with demand- 
supply statistics helpful in production plan- 
ning. 

Out of a long list of possible future ap- 
plications, a survey team is currently in- 
vestigating the feasibility of applying auto- 
matic data processing methods to work-in- 
process inventories, payroll and supply 
accounting, in that order, and to integrate 
these into a complete cost accounting -sys- 


tem. We have not yet progressed far 
(Continued on page 270) 





New, Improved, Money-Saving POSTING EQUIPMENT 


, MOCO 
COMPRESSION TYPE 


Speed paper handling with this sturdy, 
compression type NARCO Posting 
Tray. Opens, locks, extends, with fin- 
ger tip control for posting, reference, 
storage. Lightweight. Lifetime, preci 
sion built, steel construction. 


eeeeeee eee eeoeeeeee eee. 


« Complete line of Writing Boards available 
with fixed or movable rails. 


NARDON MANUFACTURING COMPANY 
2125 W. MISSION ROAD 
ALHAMBRA, CALIFORNIA 


PORTABLE TYPE - PORTABLE TYPE 
Simplify and speed posting for small . Get extra benefits at no extra cost with 
groups of accounts with this NARCO- 
MATIC Portable Posting Unit. Com 
bines the convenience of a posting tray © height, length and width; converts to 
with the compactness of a binder. ¢ utility table. Sturdy steel construction. 
2”, 4” and 6” standard capacities. 


e this NARCO Portable Posting Stand. 
rs Holds one or more trays; adjusts in 


Ps Quiet, easy rolling swivel casters. 


* Wide selection of standard sizes. Special sizes made to order. 


Write for information and prices. 
DISTRIBUTORS: 
Some territories 


stilf open 
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DATA PROCESSING: 1959 PROCEEDINGS 
edited by Charles H. Johnson. National Ma- 
chine Accountants Assn., 208 S. Main St., 
Paris, Ill., 394 pp., $10. 


Contains many comprehensive analyses 
of current data processing techniques in 
the fields of computers, punched card and 
related equipment. Includes keynote ad- 
dress by Gen. Leslie R. Groves at NMAA’s 
*59 meeting and over 40 separate papers. 


MANAGING BY COMMUNICATION by 
Willard V. Merrihue. McGraw-Hill. 330 
West 42nd St.. New York 36. 320 pp.. $7. 


Helps executives get work performed 
by effective communication with personnel. 
Includes discussions on communication 
responsibilities of first-line supervisors. 


INTERIORS BOOK OF OFFICES edited by 
Lois Wagner Green. Whitney Library of 
Design, 18 East 50th St., New York 22, 184 
pp., $12.50. 


Arranged in logical sequence based on 
each office function, this 9” x 12” volume 
first discusses overall office design prob- 
lems, then those of the reception area, ex- 
ecutive floor, general office, dining and 
recreation facilities, and partitioning. Cov- 
ers every aspect, from the one-room office 
to the full complex. Over 300 black-and- 
white illustrations and 25 plates in full 
color. 


A GUIDE TO JOB INSTRUCTION. Na- 
tional Office Management Assn., 1931 Old 
York Rd., Willow Grove. Pa.. 18 pp.. $2. 


Outlines executives’ responsibilities to 
management and employees. Such subjects 
as instruction, errors, missed deadlines, 
wasted forms and supplies, damaged equip- 
ment and misuse of time are discussed in 
detail. 





SAVE.397% 


Buy Direct from Manufacturer 
eRubber Stamps e Self-Inkers 


e Steel Stamps e Stencils 

e Special Band Stamps 
elndustrial Inks eDaters 

e Inspection Stamps 

e Price Marking Stamps 

e Bakelite Signs §eNumberers 
e Hand Printing Press 

e Inter-changeable Rubber Type 
e Engraved Deep-Kut Stamps 

e Electric Time Stamps 


Shipped on Day of Receipt of Order 
invoiced Monthly e Catalag on Request 
NO STATIONERS OR DEALERS, PLEASE! 


KRENGEL MFG. CO., INC. 


/?7 Fult a St..NewYork7,N_Y. Tel. COrtland7-5714 
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LUXO LAMPS 


. . . best in office lighting! 


Versatile, func- ™ 

tionally styled ' 

Luxo Lamps 

put light 

where you 

want it quickly, efficiently, 
beautifully, and provide eye-saving 
illumination on desks, over typewriters, 
office machines, in filing areas, etc. 


EXCLUSIVE LUXO FEATURES: 


* Scientific design eliminates 4 
glare and disturbing reflections / 
—increases productivity. 4) 


e Easy positioning anywhere 
e Latest decorator colors 


Order from your dealer or write 
for catalog. 








LUXO LAMP CORPORATION 
San Francisco, Cal. » PORT CHESTER, N.Y. © Montreal, Que. 
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Ten thousand copies 
Tameyal=Makel el arg 


It’s easy with a Copease-Banda 170 Dual Ream Feed! 


There’s no trick to it. The exclusive .A pre-set counter automatically 
master control lever gives lightning stops the machine when the job’s 
fast master changes. One motion done. Center guides remove readily 
clamps masters in place and starts to accommodate paper sizes up to 
the machine automatically. Two 14” x 17”. Special Copease-Banda 
814" x 11” reams, side by side, Systems models featuring automatic 
simultaneously duplicate 10,000 line selection are the heart of many 
copies in up to six colors per hour. industrial paper work control systems. 
There's a Copease for every copying and duplicating job: Copease Photocopiers, 
Copease-Banda Spirit Duplicators, and Copease Copilith Offset Presses. 


Without obligation, please rush me information 
on the Copease-Banda 170 Dual Ream Feed. 


NAME 








COPEASE COMPANY 
Duplicating Division 
425 Park Avenue j STATE 
New York 22, N. Y. 
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BEST WAY TO JUDGE A DICTATING MACHINE 


) 
) 
' 
} 
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Fidelity Makes The Difference 


400 secretaries, questioned by a leading maga- 
zine about dictating machines, listed fidelity as 
the most important feature they looked for in 
a machine. 


These experts know fidelity makes the difference 
... to you when you're dictating or listening... 
to your secretary when she’s trying to catch 
every word you Said for transcribing. Try the new 
Geloso StenOtape; you will be amazed at its 
fidelity. You'll hear yourself just as clearly as 
you spoke! 


“Ease of operation” was the second most wanted 
feature. Dictating to StenOtape is actually pleas- 
urable. An exclusive relaxed dictation system (no 
hand mike) takes down everything you say... 
even though you have papers in both hands, or 
walk about the room. Perfect for conferences, 
too. StenOtape registers up to 30 feet away, up 
to 2. hours on one reel of endlessly re-usable 
standard magnetic tape. 


StenOtape is compact, ready for instant travel 
anywhere in its convenient attache case. Weighs 
only 6% Ibs. Accurate, jamproof, trouble-free. 
Best of all, after fidelity and easy operation, is 
its versatility. StenOtape has dozens of uses: in 
the office, at home, on the road — for dictation, 


Ang ad 
‘ ARG, 
<i ¥ 
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7 j a 
DICTATING-TRANSCRIBING MACHINE 
only $179.95 Incl. Fed. Tax 
FULL YEAR GUARANTEE 


conferences, sales reports, interviews, pnone 
talks, and more. So versatile, in fact, it’s fun 
to take home; it tapes and plays music, too! 


Yes, StenOtape fills the bill on all counts for 
secretaries who want the best, and businessmen 
who want more machine for less money. 
StenOtape, at only $179.95, tax included, saves 
you money when you buy it, both time and money 
as you use it. 


FREE! FACTS BOOK 


For complete information about all dictating 
equipment, read “The Facts About Dictating 
Machines.” This 16-page illustrated book — 
for the first time anywhere — tells all the im- 
portant features you should look for. Plus 50 
new ways to save time and money in any busi- 
ness. Send for your free copy today. Without 
obligation, of course. 


SSSCSSSSSSSSSSSSSSSSSSSSSSSSSSHSSSSHSSE SST SESHSEHCSEEOEESES 


American Geloso Electronics, Inc., Dept. 48 





Company 


251 Park Avenue South, New York 10, N. Y. AL 4-2282 


Please RUSH, without obligation, new free 16-page 
illustrated book ‘The Facts About Dictating Machines’ 








Address 
State 


GELOSO STENOTAPE 
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So Different, s Patented ‘| 


The instant M-50, Columbia's patented polyester ribbon, goes into 
action you'll see the unique combination of all these features. 


@ extraordinary versatility—ex- | @ complete release of ink for ab- 
ecutive correspondence or perfect solute uniformity 

originals for all copying processes @ smudge-free handling and typing 
® virtually unbreakable e@ 50° more yardage on same 
@ sharpcopy—comparabletoac- diameter spool 

tual printing @ easy to make, halo-free erasures 


Special Tri-Pak offer. Write Columbia Ribbon & Carbon 
Mfg. Co., Inc., 1062 Herb Hill Road, Glen Cove, N. Y. 


*,. S. PAT. NO. 2508725 


MSU RIBBON Vile Len = 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIFORNIA 


For More Information Circle No. 330 
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Got A Problem 


PLUS Diehl’s High Speed Triplex AUTOMATIC Calculator 
Solves it Best with... 


e Double Transfers and Memory Storage 
e Automatic Short-Cut + or — Multiplication 


e Automatic Continuous Multiplication 

e Automatic + or —Divsion 

e Addition or Subtraction with or without 
e Automatic key-board clearance. 


The only calculator 
with direct transfers 
between storage 
register, product 
register and keyboard 
for faster, more 
Model DSR accurate calculating! 


Six Models For 
Your Exact Needs 
Inexpensive to Own 
and to Maintain 


Sole United States Distributor: PLUS DIEHL Calculator Division 


CONTROL SYSTEMS, INC. 


5 Beekman Street New York 38, N.Y. REctor 2-0045 


DEALERSHIPS AVAILABLE—Write today for full details of the PLUS DIEHL dealership 
plan. It offers a complete new field for calculator sales. 


For More Information Circle No. 361 
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Virtually indestructible! This unique new concept in attache cases com- 
bines slim beauty and TUFIDE stamina, thanks to three Stebco patented 
features (1) lifetime durability of one-piece molded construction (2) inter- 
locking aluminum frame (3) the “Handle-Lock” that locks open and closes 
instantly and securely with a single touch. 


“‘Tra-Valise” is lightweight, easy to handle and carry... holds business 
papers plus a change of clothing or samples ... is dust-and-moistureproof. 


Unconditionally guaranteed 5 full years... a wonderful long-term investment 


for men who are going places. 


For additional information, write 


STEBCO PRODUCTS, Chicago 7, III. 


Over 41 years of quality business and student cases. 
For More Information Circle No. 318 





from 

any angle 
your 
best buy 


COLE 


ee ee Pk 


Professional writers choose 
Cole above all other 
portables, because only 
Cole has all the important 
features they demand ina 
typewriter... Mist Green, 
Desert Sand or Cole Gray. 
Complete with matching 
carrying case... 

only $94.50 plus tax. 


COLE STEEL OFFICE MACHINES, INC. « Affiliate of Cole Steel Equipment Co., Inc. e 415 Madison Avenue « New York 17, N. Y, 
For More Information Circle No. 334 
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Keep things 
on schedule... 








Equip Your Desks With 

EVER READY Desk Calendars 

Always ask your stationer for Ever Ready desk cal- 

endars. If he can’t serve you, write us. We will be 

happy to forward your request to the progressive 
Ever Ready dealer necrest you. 


...America’s foremost desk calendar 


EVER READY CALENDAR MANUFACTURING CO. 


15360 GaY STREET, EGRSEY CiTyv, BREW FSCESE FT 


For More Information Circle No. 380 
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New Super No.1 Paper to Match 
the New Supe Stencil Duplicator 


Now that the stencil duplicator can produce a 
substantial portion of your office printing (forms, bul- 
letins, sales literature, etc.), the quality and perform- 
ance of paper plays a more important role than ever 
before. Gestetner Paper is now available to all users 
of duplicators as an invaluable aid in stepping up the 


quality, speed and economy of 
duplicating. 

Gestetner Papers’ brilliant white- 
ness emphasizes the printed mes- 
sage on it. Its colors—true and bril- 
liant—flatter the illustration and 
give the end result a print-like ap- 
pearance. When folded, Gestetner 
Paper opens with a crackle of qual- 
ity that makes the mimeo message 
as acceptable as a high priced 
presentation. Now, it becomes 
doubly economical to use the best. 


4 


The rules in forms 
show up with their 
original sharpness 

and clarity. 


Typing loses none 
of its character or 
fine lettering de- 
tail on Gestetner 
paper. 
illustrations, on 
Gestetner paper, 
approach printing 
in every line 


and dot. 


Wes Few Favagg — 


specially blended 
colors, plus white (available 
in the 20 Ib. substance), 
to harmonize with the 
“Rainbow Range” of 
Gestetner colored inks. 
Standard colors, plus white, 
available in other substances. 


me 
FREE...a trial 
packet of Gestetner 
paper. Simply mail 


the cou pon. 





SERIES 


PERFORMS 


DUPLICATES 


like a printing press! 


Ge 


operates with the 
SIMPLICITY and 
ECONOMY of a Mimeo 


@ The new Gestetner 
is a breath-taking advance 
oe ot ic over the old mimeo process. 
COLOR, TOO! : — Amazing print-like results are 
— yielded by printing press 
: features such as automatic 
changes from a choice joggers, automatic inking with 
of 17 different colors paste ink, color-coded controls 
in the Gestetner and other built-in devices that 
bring a new high in quality’ 
and economy to office printing. 
Your office girl operates it. 
No training required. 


Lightning-fast, simple = 


Rainbow 
Range. 


Gat. MAKES STENCILS 


FROM ORIGINAL COPY AUTOMATICALLY 


...BY ELECTRONICS...! 
...Paste-Up Layouts, too... 


GESTETNER Send literature, specimens and paper samples, to: 
Corporation 
Dept. 21 I iiitessixcatnwrvcenss hoe htzal, 
216 Lake Ave. 
Yonkers, N.Y. 


For More Information Circle No. 339 





@ Now! Serves Your Every Labeling Need 


Made of Inserts included 
clear plastic , for labeling 


Edges trimmed 
~ in color— 
Swivel clips “ ~> Available in 
for neat fit Patented 5 colors 


STANDARD You'll be pleased - 
co | abierent Available 3 STANDARD 
LENGTH 2'4 in 5 Colors SIZES 


orderly appear- Cat. No. Ring $ 
: : g Size ; 
specials available ance. Sturdy- scenes arariiee 


Green « Bive when ordering, 
. ds | : 
these henge made for long - or ring binders, 


H i t 
meet any requirement ey Cumater 


SUBSIDIARY COMPANIES 





























For Filing and Indexing 
LABEL HOLDERS Ring Books—Neat Appear- 


ance Plus Sturdy Construction 
for 


Ring Binders Inserts included for labeling 


*Patented 


Smith's QPNWINDQ) Metal : 14X34NP V-JAW 


CAN BE USED AS 
solve filing problems at LOW COST! | ‘ POS Warts te 
| 3 —PLAIN OR PRINTED 
} 14 Solid with Hole 
dea | 
| 8 i 
\ ' Z| 
t/Y) | 
A | Ff 
j 
! 


NON-PROJECTING SIGNALS 
“S (B) ME (won) SmithKips 


Projecting Signals SmithSignals 


i i Se 
- . ‘ : : . Projecting! and Non-Project 
Available in 1 and 2 inch widths to revise 1 fF A) JAN Signals E. pa on ote o tered 
your present filing system or convert to shelf | colors: ? 
filing. Complete with clear or colored plastic I “é White ¢ Light Red ¢ Yellow 
! 
| 


Dark Blue @ Light Green © Dark Red © Dark Green 
Pink @ Orange © Brown ®@ Black © Light Bive 


- windows. 


Complete line for labeling, filing and indexing ¢ Sold Through Stationers Only or Write 


Office Products ee, ee 


Detroit 40, Michigan 


CHARLES i SMITH, INC. EXETER, NEBRASKA 


West Coast Distributor: Arch K. Ansty, 171 2nd St., San Francisco 5 
For More Information Circle No. 310 
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CUT YOUR 
FIGURE WORK 
AND COSTS 


sa DELUY 


oe 


National’s outstanding engineering, rugged mecha- 

nism, and unique features will speed up and improve 

the accuracy of your figure work—also save you time 

and money. Your local National repre- 
See this really modern adding machine—the ma- sentative will be glad to 

chine with a combination of 14 time- and effort-sav- ve you a free demonstra- 

ing features—including an exclusive “Live” Keyboard tion, today, on your work. 

me om : . ‘ : iiiaiie®? Call the nearest National 

with instantly adjustable keytouch. You'll also like branch office or National 

National’s NEW STYLING—NEW BEAUTY— _§_ dealer. (See the 

NEW QUIETNESS. It’s designed to add efficiency Yellow pages of 

and beauty to any office. your phone book.) 


Whatever type or size of business you have, there is * TRADE MARK REG. U. 8. PAY. OFF 


a National Adding Machine—De Luxe or standard * 
models—to meet your particular requirements. 
ADDING MACHINES + CASH REGISTERS 
THE NATIONAL CASH REGISTER COMPANY, bayton9, ohio ACCOUNTING MACHINES 
1039 OFFICES IN 121 COUNTRIES wer paper (No Carson Required) 
76 YEARS OF HELPING BUSINESS SAVE MONEY 
For More Information Circle No. 320 
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This 
eeket=>.< 
outlasts 
others 


2 to 1 





Aico Indexes are reinforced on the binding edge 
with Mylar, Dupont’s new polyester film. So strong 
that index dividers can’t be pulled through at holes. !ndex Tabbing—Six- 
So thin that your ring books, post and ledger ui 
binders, and memo books can hold more sheets than 
with other types of reinforced indexes. In all stock 
sizes, and a complete selection of tab styles and 


colors, at your stationers. “Rip-Proof" Sheets 


—Edge-reinforced 
with Mylar —in bond, 


mim d duplicat 
G. J. AIGNER nrg, supticator 


COMPANY 
426 S. Clinton Street « Chicago 7, Ill. 


World’s leading manufacturer of indexing products 
For More Information Circle No. 293 
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When every impression must be letter-perfect 
... Page after page, carbon after carbon—the work done on your new Underwood 


Documentor® is electrically crisp and clear. Here’s a typewriter that not only looks 
smart, it performs brilliantly, too! The high-style Documentor electric is a modern 
typewriter, from the most complete line of business machines in the world. These 
office time-savers are the result of Underwood Visioneering—the ability to foresee 
your particular problem 


ondhelpyousovei! UNRdGerwood 


Underwood Corporation « One Park Ave. * New York 16, N.Y 


Electric, Standard, and Portable Typewriters * Adding and Accounting 
Machines * Data Processing Systems * Filing Systems * Supplies * Electronic Systems & Components 


For More Information Circle No. 402 





MIDWEST 
SEMINAR 


Here's how to 


ee 


your oftic 


attend 
17™ annual 


CHICAGO SEMINAR 
and BUSINESS SHOW 


CONRAD HILTON HOTEL @ CHICAGO, ILLINOIS 
FEBRUARY 29TH THRU MARCH 380 1960 


Clip and mail to OMAC, 
Dept. TO-2-60, Office 




















Management Assn. of 


Chicago, 105 West shill 





Madison St., Chicago 2, 


Illinois. City 








Please send me details of 
the Chicago Seminar and Company 





Business Show. 
For More Information Circle No. 267 
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Entirely Automatic 

NO DARK ROOM...NO TRAYS... 

Simply spell out your copy on the aie 
dial and your HEADLINER will Your office 
deliver a smudge-proof, micro-sharp - girl can 
print in any style or size...as fia ‘ operate it, 
large as 84 pt. Use it for 

signs, tags, or paste-up layouts 

for printing and duplicating. Makes 


Requires no 


prints on paper or film. 


TypeMasters are 
instantly changeable 
and never wear out, 


HEADINGS 


DISPLAYS 
VISUALS 


CHARTS 


VARITYPER CORPORATION 


arilyper SUBSIDIARY OF 


ADDRESSOGRAPH-MULTIGRAPH 
CORPORATION 


PEER TIE TMI Ei crvicsecncecagssoccess 


VARITYPER CORPORATION Dept. H-2! 
CUTTING COSTS IS OUR BUSINESS 720 Frelinghuysen Ave., Newark 12, N.J. 
Please send HEADLINER Book H. 


Headlines in this Ad were photo- 
composed on the HEADLINER... 
Text by VARITYPER. 


For More Information Circle No. 375 











Smaging ... 
THIS CABINET 
CONTAINS 


400 


OFFSET PLATES 








STORE NEGS- ART 
PLATES -STENCILS 


SAFELY © CONVENIENTLY © ECONOMICALLY * COMPACTLY 


File-O-Matic is a complete system for 
storing that automatically organizes the 
material to be stored. It’s tailor-made 
for the graphic arts materials. 


For those who need convenient storage, 
but have their own control system, File- 
O-Matic offers the perfect solution with 
its compact cabinets and strong, easy to 
handle storage envelopes. Six sizes... 
from 9” x 18” to 2014” x 2344”. 


CABINETS 


All metal construction. Can be used 
individually or stacked. 


STORAGE ENVELOPES 


Made of heavy kraft paper. Slip onto 
clips suspended from a crossbar in the 
cabinet . . . easy to insert or remove. 
Printed form on face of envelope has 
space for detailed information normal- 
ly found on a job ticket. A duplicate of 
this form can be furnished printed on 
104” x 16” bond paper, can be used 
for estimating, billing, or as a quick 
reference copy. 


For complete information and descrip- 
tion see your Graphic Arts Supplier or 
send for Bulletin A700-O. 


COMPANY, INC. 


© General Office and Factory: 4110 W. Grand Ave. e Chicago 51, lil. 
Eastern States and Service: 215 Park Ave. So., New York, New York 
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your complete line 
of money-makers: 


itemizing cash registers 
adding machines e safes 


Here is the opportunity 
of your lifetime! The 
complete line of low- 
priced REGNA cash reg- 
isters and adding ma- 
chines means: PROFITS, 
PROFITS and more 
PROFITS! 
Fascinating, jet-aged 
models meet every de- 
mand of today’s and to- 
morrow’s business- build- 
ers. Choice of electric, 
hand, 10-key or full-key- 
board. 

Send today for informa- 
tion and literature. 

Move fast — it’s profit- 
able! 


It's low-priced! It's profitable! 
Mail the coupon. Mail it today. 


Mail it NOW! 


REGNA CASH REGISTERS INC. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 


Please rush more information on the complet 
cash registers, REGNA adding machines, 

d outline advantages of becoming 

le 


JOELI fireproof safes, of 
revolutionary new design, 
sweep the world with fan- 
tastic sales success. Several 
sizes and models available. 


“hn EEE 


ADDRESS 
In Canada: Regna Cash Registers of 
Canada Ltd. 

704 Notre Dame St. W. Montreal, Que. 
OUTSIDE CONTINENTAL U.S.: 
Jorgen S. Lien, Box 522, Bergen,Norway 


COTY ocki 


BOING aawrauee 
For More Information Circle No, 277 
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NEW 
: (EXTES* 


PASTE PEN 


The EXEC Paste Pen is the quick, 
neat way to paste. No more gluepot 


mess ... it never leaks, gums up or 
| dries out. Economical, too . . . you 
“‘penpoint” the paste exactly where it 


is needed without wasting a drop. 

4 >| Just one or two dots are sufficient for 

The fast, clean FETAL most jobs. Adhesive is amazingly 

iain strong, dries in seconds and rubs off 

way to paste -° oan clean. Pen ready-filled with 5,000 
paste dots. 


A DOT | ) HAVE YOUR 
AN D IT’S . “GIRL FRIDAY” 


TEST THE EXEC FOR... 


DONE ! ° Use as a “‘liquid stapler” 


or paper clip. 
* Scrapbooks and record files. 
¢ Attachments to legal 
documents. 
¢ Package wraps. 
¢ Mounting on windows, 


SPECIAL walls and bulletin boards. 
wrRODUCTORY 
OFFER 








SOLD BY 
Me Cslorbreck ye Le. CAMDEN 1, N.J. 


Representative A Product of EXEC Manufacturing Corp., N. Y.C. 
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Librarian on the sec- 
ond floor of the Free 
Library of Philadelphia 
types order for books 
on Kleinschmidt tele- 
typewriter. Order is re- 
produced on a teletype- 
writer in subterranean 
book storage area, 
where page acknowl- 
edges it via teleprinter, 
gets books and sends 
them up on conveyor 
belts or book lifts. At 
right of teletypewriter 
is signal light which in- 
dicates order is on its 
way. System has cut 
delivery time to eight 
to twelve minutes from 
moment reader presents 
order to librarian. Tele- 
typewriters are  pro- 
duced by Kleinschmidt 
Div., Smith-Corona 
Marchant, Inc. 


Eighteen state governors sat in comfort, in leather upholstered wood chairs, at the 
Southern Governor’s Conference at Asheville, N. C., thanks to F. J. Boling, president, 
Boling Chair Co. Gov. Luther H. Hodges presented each governor with his chair as a 
personalized souvenir of the meeting. 
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Detection devices 
used with the in- 
tegrated building 
protection system 
of Minneapolis- 
Honeywell Regu- 
lator Co. Included 
are fire and smoke 
detectors, tamper- 
proof magnetic 
switches for win- 
dows, electronic 
noise and motion 
detectors, capaci- 
tance-type elec- 
tronic fencing, etc. 
All of them can be 
connected to a cen- 
tralized control. 
System is said to 
reduce protection 
expense 40%. 


o 


AODRESS READER 
DEVELOPED 8yY 


The experimental Farrington Automatic Address Reader reads typewritten or printed 
addresses and sorts mail to 20 destinations. The Post Office Dept. has contracted with 
Intelligent Machines Research Corp., subsidiary of Farrington Mfg. Co., for a machine 
that will read 10,000 envelopes an hour and sort to 40 destinations. 
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Because of the time and effort she saves 
by riding on her mail distribution route, 
the same girl has time for other mailroom 
duties. 


Mail delivery is accomplished in less than 
half the time it would take to cover the 
same distance on foot. The young lady, 
who never attempted to drive an auto- 
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Motorized Office Mail 


Bodine Electric Co., manufacturer of frac- 
tional horsepower motors since 1905, oc- 
cupies a 148,500 sq. ft. one-story factory 
and 45,000 sq. ft. two-story office building, 
all under one mile-long roof in Chicago. 
One girl, using a Victor Pic-A-Bac Electri- 
Car, delivers and picks up all mail. The 
four-passenger Electri-Car also is used for 
inspection tours by executives and visitors. 


Preparing for one of her two daily trips 
with mail and packages. 


mobile, finds the Electri-Car simple to 
operate. It is made by Victor Adding Ma- 
chine Co., Chicago. Bodine has used this 
method since 1956. 





i PE 


MED TRAILER BARK ih 


VALLEY NATIONAL BAN Soe 


: ROCKY.MOUF 
LRBEST & Me 


es 


Said to be the largest and most completely equipped trailer bank, the Towers Plaza 
branch of Valley National Bank, Phoenix, Ariz., is 56 ft. long, 10 ft. wide, 9 ft. high. 
Prolonged construction strike held up completion of bank’s permanent building in busy 
shopping center. Drive-in facility is at left. 


Biggest Complete Trailer Bank 
HENRY F. UNGER 


There are two teller counters and room Office of B. H. Thompson, manager, and 
for a third. his assistants. 


Bookkeeping machine and storage area. Employee below is working at the drive-in 
Trailer also has a vault and a coffee bar. window. A door at right leads to restroom. 


pf. ; ee * F f 











Office of Erwin S. 
Wolfson, chair- 
man, Diesel Con- 
struction Co., is in- 
tegrated with space 
for secretary by 
sliding screen wall 
of walnut. Same 
pale brown, na- 
tural linen draper- 
ies and terra cotta 
carpet are carried 
through both 
rooms. 


Approach to the 
conference room is 
styled round paint- 
ing by George 
Crammer. Floor 
covering is beige, 
black and white; 
furniture, walnut; 
walls, pale _ beige 
vinyl. 


sy in Br. 
Seer 
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Executive Suite 


Screen wall is interestingly detailed and 
combined with beige Micarta and unpol- 
ished plate glass to create an unusual ap- 
proach to the suite. Offices were designed 
by Intramural, Inc., New York, of which 
Beryl S. Austrian, A.I.D., is president. 





Automated Food Service 


Food is served automatically to over 1200 employees by ten vending machines in the 
new cafeteria of Vendo Co., Kansas City, Mo. The installation also serves as a showcase 
for the automatic merchandising industry. Food is prepared in Vendo’s kitchen. 


\ al 4 
~ a i) = _# 


The 45 x 60 ft. cafeteria has walnut paneling and color accents of turquoise and gold. 
Only human touch is a single cashier who makes change. Wall mural (at left) traces 
history of vending back to 100 B.C., when coin-operated holy water dispenser is said to 
have stood outside a Greek temple. 
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Ludlow Bank Machine System 


¥ ¥ j ? hy 
a. aati Raa Sad? Ne fo 3 
. i we Os 
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Central Savings Bank, New York, uses the Ludlow system of machine deposit account- 
ing with 24 NCR 4200 window posting machines, tape punches and tape-to-card con- 
verters made by Systematics, Inc. 


Two Systematics 
C-749 tape-to-card 
converters in Cen- 
tral’s tabulating de- 
partment. 

L. to vt Lee J. 
Marino, vice presi- 
dent and con- 
troller; Fred W. 
Klocke, assistant 
vice president and 
assistant controller; 
Ogden Ludlow, the 
system’s designer; 
John T. Devlin, 
tabulating saper- 
visor; William H. 
Christensen, Mr. 
Ludlow’s assistant. 





Two visitors to United 
Air Lines’ Jetarama ex- 
hibit at New York’s In- 
ternational Airport 
communicate with each 
other by means of a 
Telautograph Telescrib- 
er which transmits 
handwritten mes- 
sages Over wires. 














Be) 


E : ead 3 Q 


Arrival Building at New York’s International Airport has what is said to be the largest 
lighting imstallation of its kind. General overall illumination of about 65 footcandles is 
provided by equipment from Lightcraft Mfg. Corp., Passaic, N. J. Large expanses of 
low brightness create a comfortable atmosphere. 
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REACHING NEW 
FRONTIERS of ACHIEVEMENT 


CHANGING EVERY CONCEPT 
OF WHAT A DICTATING 
MACHINE SHOULD DO... 


world’s most versatile 
and reliable dictating — 
transcribing machine... 
at a down-to-earth price 


R) 


only $19950 plus tax 





STENOCORD OF AMERICA, Inc. PACIFIC INSTRUMENTS CORP. ; 
29 Broadway; New York 6,N.Y. OR 7046 Hollywood Bivd., Los Angeles 28, Calif. 
Phone: BOwling Green 9-1480 Phone: HOflywood 2-1151 











It used to play music...now it writes your letters! 


Auto-typist record ‘“memory” roll operates 
the typewriter to write personalized 
letters... by automation! 


Remember the player piano and its perfor- 
ated roll that played the notes? Similarly, 
Auto-typist’s paper record “memory” roll 
operates the typewriter key s to write your 
letters . . . automatically and accurately! 

One typist can produce 100-125 letters 
a day with Auto-typist — 3 to 4 times man- 
ual typing output. And, it’s so simple 
. . . precomposed numbered letters or 
paragraphs are perforated on the roll, 


For More Information Circle No. 321 


which holds up to 250 lines. Letters or 
paragraphs are numbered to correspond 
to push-buttons, then Auto-typist automa- 
tically picks them out and types them per- 
fectly! Manual insertions can be made at 
any time. Auto-typist eliminates routine 
typing and dictation and will cut your 


correspondence costs. 


Write for free copy of the new 
booklet “60 Best Business Letters” 
that covers all types of business. 


AMERICAN AUTOMATIC TYPEWRITER CO., 232s N. PULASKI RD., CHICAGO 39, ILL. e MANUFACTURERS OF 
AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 





e — (0 Town 4 QUALITY 





Cid Tien. ginlby @ com: OLD TOWN CORPORATION 
petitive prices. Ask your Old Town dealer or write: 750 Pacific Street, Brooklyn 38, N. Y. 


World's Foremost Makers of Carbons, Ribbons, Duplicators and Duplicating Supplies. — 


M/PR CARBON RIBBONS OF MYLAR* 


Unsurpassed writing quality, unexcelled strength. 
Exceptional results for 


XEROX COPY WORK OFFSET PLATES 
PHOTO COPYING 


*DuPont’s trademark for Polyester Film 








» PLASTI- KLEEN * NEW, SUPERIOR PENCIL CARBON 


For all handwritten applica- 
tions. Long wearing, brilliant 
write, multiple usage, smudge- 
resistant. Sheets, rolls and 
register rolls. 








\CBP Cobalt Blue Process CLEAN 
DUPLICATING CARBON 


Clean handling. 300 & more 
perfect copies. Works on any 
duplicator. For  tabulators, 
teletypes, high speed printers, 
automated machines. Works 
with all spirit duplicating pa- 
pers, fluids and machines to 
achieve outstanding results. 


<i SPIRIT 
a. DUPLICATING 
MACHINES 


OLD TOWN popular - Easy to use—Service 
priced MODEL 10 Free—Hand and Elec- 
SPIRIT DUPLICATOR tric Models 
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NEW KENRO 


KENRO “VERTICAL 24" shoots up to 
18” x 24”. . . the four-up camera 


KENRO “VERTICAL 18” shoots up to 
14” x 18” ... the two-up camera 
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“VERTICAL 14” 
Companion 


Designed for New Matrix Transfer 
and Xerographic Systems 


‘The new Kenro “Vertical 14” Com- 


panion is the first true office-type 
camera. It goes hand in hand with 
new paper platemaking and photo- 
copying systems recently introduced. 
It quickly makes exposures in day- 


light or darkroom up to 11” x 14”. 
Interchangeable heads are available 
for all Kenro cameras for making 
all types of exposures including line 
and halftone negatives, xerographic 
exposures, one-shot photocopies and 
matrix transfer masters. 


See your Kenro dealer or write for 
complete information on all three 
Kenro cameras and accessories. 


KENRO GRAPHICS, INC. 
Dept. F-2, 25 Commerce Street 
Chatham, New Jersey 











. a terrific profit potential by 
dealers who switch to R. C. 
Allen’s complete Add-O-Matic 
adding machine line. 





Learn how easy it is to make 
a full dealer profit with the com- 
plete Add-O-Matic line —the line 
that meets competitive prices 








and beats any make with power- 
ful selling features. 


& R.C.Allen | 
~~ Business Machines, Inc. | 


668 FRONT AVENUE, N. W. @e GRAND RAPIDS, MICHIGAN 


ADDRESS 
Adding Machines « Bookkeeping Machines « Cash Registers « Typewriters « 


Safes and Files ¢ Carbon Paper and Ribbons © Precision Aircraft Instruments CITY 
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S...CHURCHES 


-O-PRINT’S 


ALL-NEW 


NON-SMUDGE 
RIBBON 
ADJUSTABLE GAGE : A 
REPEAT BUTTON 


QUICKLY REMOVABLE 
FEED TABLE 


RECEIVING 
HOPPER HOLDS 
35 FRAME 
ASSEMBLIES 


sy 129° 


LIFETIME METAL PLATES EXCISE TAX. 


NON-SMUDGE RIBBON INKING 


Speed-0- Print corPoRATION 


1801 W. LARCHMONT AVE, e CHICAGO 13 
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pS 
OFFICE RECOR 
TAKEN FROM meagre on request) 





Mr. Walter A. Wentworth ° 
Allied Carbon & Ribbon Mfg. Corp. continued 





165 Duane Street , 
New York 13, N. Y. enthusiasm 


Dear Walter: for Allied 


Since the Chicago Convention I have intended for some time line 


writing you regarding our continued enthusiasm for 

the Flagship carbon and ribbon line. As you know we have 

been in business only going into our eleventh year; positive 
and of course when we started in 1946 we had no major line. 


Therefore it was necessary that we buy what we could assurance 
get and that of course was an open line. Then, through an 

act of the Fairy Godmother, you folks came along and 
offered us your line. However, we did not buy it until line among 
your established Birmingham dealer had communicated 


with us giving us his positive assurance that the line was top brands 
among the top brands regardless of who they were. 


We thought there might be others in some of your wholeheartedly 
territories who might be contemplating adding a new line 

of carbon and ribbons, or making a complete change to 
another line, and we would like to add our little bit in ; 
wholeheartedly recommending the quality, advertising quality 
claims, and the unexcelled service that Allied Carbon & 
Ribbon Manufacturing Corporation offers its dealers. 


unexcelled 
Walter, I sure would not want to overlook the willing help . 

and assistance rendered in our territory by your capable service 
representative, John Robinson, and our relations 

with your fine firm have been, I believe, the most rela . 

pleasant of all manufacturers that we represent; and I tions 


me ny Pocageer yes t pono Riccio oe 1960. 
With warmest regards, . 
(name on request) 





ALLIED 


CARBON AND RIBBON MANUFACTURING CORPORATION 


Genera! Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3425 So. Main, Los Angeles 7, Calif. 
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Looks like a 
carbon paper 
typewriter ribbon 


comparable to printing 


the 
“Executive” 
Look 


100% nylon fabric 


‘Nuper-Sharp”’ 


AVAILABLE FROM YOUR REGULAR TYPEWRITER RIBBON SUPPLIER 


Three times the length of ordinary ribbon—can be wound on a spool. 
.a full 36 yards — 


“print- like" work. superior peryormance 


engineered for electric typewriters . . . sharp, clean. 


A COMPLETE LINE OF NYLON TYPEWRITER FABRICS. 


NYLON IMPRESSION FABRICS AVAILABLE FOR ANY 
END USE. 
Nylon fabric woven by Burlington . . . 
America’s #1 producer of synthetic industrial fabrics. STANDARD PRODUCTS 


STANDARD PRODUCTS CORPORATION 


MANUFACTURERS © IMPORTERS © EXPORTERS 
21 WEST 18th STREET, NEW YORK 11, N.Y. 





“SUPPLIERS TO THE CARBON AND RIBBON INDUSTRY FOR OVER 50 YEARS’ 
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Try it at our expense ! 


“SCOTCH BRAND Dusting Fabric No. 550 


Help yourself to better, cleaner dusting 

with this new lint-free fabric. See how its tiny 
dust traps catch up dust and hold it— 

instead of scattering it around. Use it safely, 
too; this specially treated fabric 

can’t scratch the finest surface, leaves no 

oily dust-catching film. Send now for 

12” x 18” sample. 


Mail 
coupon 
now! 


3M COMPANY, Dept. CBC-20, St. Paul 6, Minn. 
Please send my free sample of new “SCOTCH’”’ 
BRAND Dusting Fabric No. 550. 
Pa 
Miiwnesora K 3M } NAME 
x V4 
INING AND ~ > (4 
M Se> nee COMPANY 
Mawvracturine company 
ADDRESS 





-..- WHERE RESEARCH IS THE KEY TO TOMORROW 
CITY 


MY SUPPLIER IS...... 
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SAVE UP TO 66% TIME 


Now, small- and medium-size offices 
can effect the economies of mechanized 
accounting without buying machines or 
employing specialized operators. 

Shaw-Walker simplified plans save 
up to 66% of time, eliminate trans- 
cription errors, and keep all records up- 
to-date and in balance, because: 

Built Like a ONE writing posts all records 


At Skyscraper’ 
ONE simple proof proves all records 


Best News: — Our simplified plans cost 
little more than you now pay for forms. 


GHAW-WALKER To Learn How you will save up to 66% 


apgeoge (it only takes 10 minutes), call your 
Muskegon 15, Michigan Shaw-Walkerman today — or circle 


Representatives Everywhere No. 115 on reader reply card. 
Consult Yellow Pages 





LARGEST EXCLUSIVE MAKERS OF OFFICE EQUIPMENT AND SYSTEMS 
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How Posters Improved Office 


Discipline 


DVERTISING TECHNIQUES are 
A used effectively to modernize per- 
sonnel relations at the Insurance Co. 
of North America Companies, Phila- 
delphia. As personnel secretary H. Paul 
Abbott put it: “It’s a matter of accentu- 
ate the positive, deemphasize the nega- 
tive.” Here is the problem the company 
faced and how it set about solving it. 

In 1935, before personnel departments 
were more than record-keeping units or 
company-sponsored employment agen- 
cies, INA’s chief executive signed a 
letter that read in part: 

1. Unless engaged on company busi- 
ness, department head is supposed to 
be at his desk by 9 a.m. 

2. Time sheet is to be under the 
department head’s careful supervision 
both in the morning and at lunch. All 
late arrivals should be noted by name 
with a statement of the time lost. 

3. Time sheet should be signed each 
day. 

4. All excuses for lateness by name, 
and the reason, should go to Mr. Roe. 

5. Noemployee to leave the building 
for personal reasons during the day 
without the approval of the department 
head. 

6. Clerks must not leave desks before 
closing time. 

7. Department head should notice if 
excessive time is spent away from desks 
in conversation, loitering, smoking, or 
for any other reason not connected with 
work. 
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and Production 


8. Employees must not leave the 
floor without permission of department 
head. 

Through the years, variations on this 
negative theme were played in memos 
and on the phone. The personnel man- 
ager called each department head and 
cracked the whip: “These things must 
stop immediately” (absence, tardiness 
wasting time, etc.), he would shout, 
damning the innocent along with the 
culprits. No one was very happy, and 
probably more time was lost in the 
gripings and hurt feelings of the blame- 
less than had ever been lost by the 
rule violators. 

The approach suggested was to im- 
prove employee relations toward the end 
of increased productivity—develop peo- 
ple’s pride in their work. A program of 
publicizing effective employee relations 
in an affirmative manner through 
posters was recommended. The posters 
would feature photographs of employees 
and brief, affirmative copy to empha- 
size such aspects of good personnel 
relations as promptness in arriving at 
work, a full day’s work for a full day’s 
pay, employee benefits and career op- 
portunities at INA. The posters would 
illustrate the right, the good, the affirma- 
tive, characteristic of the great majority 
of INA people as taken from a company 
ad: “These are the Kind of People who 
Provide Insurance by North America.” 

Most important, the program was 
coordinated with the work of super- 





Absence doesn’t make the heart grow fonder! 


.. hot in a busy office when ‘phones 
jingle and the work piles up. 


Alert handling of jobs contributes to our growth. 


these 
are 


the kind 
of people 


“provide INSURANCE BY NORTH AMERICA 
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visory personnel. Supervisors were in- 
structed how they could utilize the 
posters in regular meetings with em- 
ployees. Each day that a new poster was 
displayed, supervisors got together with 
their people and discussed its signifi- 
cance. Each supervisor received an 812” 
x 11” reproduction of the poster in ad- 
vance with an attached bulletin con- 
taining discussion hints. This served 
several purposes: 

1. It obliged supervisors to schedule 
regular meetings with employees for 
two-way communication, i.e., it made 
the supervisor supervise. 

2. It provided supervisors with addi- 
tional tools for directing a productive 
work team. 

3. It afforded supervisors the oppor- 
tunity to congratulate employees on 
work well done. 

4. It kept the door open for super- 
visor-employee relations. 

Next step was to prepare the first 
series of posters so that final approval 
of the program could be made. This 
entailed four steps: 

1. Final approval and full support of 
the program by top management. 

2. Understanding of the program by 
all officers. 

3. Presentation of the program to all 
department heads and field office man- 
agers. 

4. Explanation of the program to 
supervisors. 

Supervisory personnel attended a 
series of two-hour conferences to learn 
about the program and how to imple- 
ment it. In the company’s smaller of- 
fices (INA has over 60 service offices 
in the U.S. and Canada), the only 
difficulty emerged, all program material 
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no 10 o’clock scholars here 


INA people arrive on time ready for a 
full day’s work in comfortable 
and attractive offices and working areas. 


these 


are 
the kind ia] 
of people 


“provide INSURANCE BY NORTH AMERICA 








having to be disseminated by mail with 
a consequent slowing down of the pro- 
gram’s implementation. 

One other feature of the program 
should be emphasized. All people in the 
photographs are INA employees, not 
professional models. They are selected 
to exemplify the virtues described and 
the posters have a genuine look that 
has proved to be a definite plus. Another 
advantage is that the company can 
recognize good employees through the 
medium of the posters. Whenever per- 

Long distance calling...” sonnel from one of the smaller outlying 
INA people keep their office phones free Offices are used, that entire office gets a 
for our important business calls. _lift. 

After two years, INA has evaluated 

— , the program’s results; its weaknesses as 
the kind Py: well as its strong points: 

of peopl 1. As supplementary communica- 

de INSURANCE BY NORTH AMERICA tions to employees on matters of per- 
sonnel policy and employee relations, 
it has proved effective. 

2. In offices where the program has 
been carried out as intended, it has 
proved a useful supervisory tool. 

3. In smaller outlying offices (with 
100 or fewer employees) the program 
has not been as effective for two rea- 
sons: (a) a tendency in sales offices to 
underrate the efficacy of two-way com- 
munications on personnel matters; (b) 
having to depend on correspondence 
for implementation of the program. 

4. An important by-product of the 
program has been the morale boost 
provided by recognition of individuals 
and office staffs in the posters. 


178 YE A R S W T H IN A 5. Above all, the affirmative approach 


toward improving employee relations 
good people and productivity seems to work. The 


stay at negative approach offends the good em- 


ployee and seldom reaches the poor one. 





ote 


7 > Cee © Renee» 
Winnesce Servce Often Bite. Montane Sate 
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...and a time for play 
make our jobs and our relaxation more rewarding. 


these 
are 
the kind 
of people 


! 
"provide INSURANCE BY NORTH AMERICA 
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Your Office Methods Can Be Improved 


The sixth in a series of articles, covering the basic 
office functions, in which Harry L. Wylie, office manage- 
ment authority, shows how office methods can be improved 
—especially in the medium sized and smaller company. 

Harry L. Wylie is the author of several books on office 
management and editor of NOMA’s Office Management 
Handbook. Winner of both the Schulhof and Leffingwell 
Awards, 1950, he is a practicing management consultant, 
assistant secretary-treasurer of the Pure Oil Co., professor 
of industrial management at Northwestern University and 
past president of the Office Management Assn. of Chicago. 








The Effective Use of 
Forms, Reports and Records 


ROM 65% TO 80% of all office 


activities result from the develop- 
ment, use and storage of forms, reports - 
and records. The improvement of office 
methods, therefore, must include a com- 
prehensive survey of these instruments 
of work. Mechanization of office oper- 


ations has thrown a new light of im- 
portance on forms. Forms design re- 
quires more than the ability to draw 
straight lines and fill a blank sheet of 
white paper with boxes in which figures 
and other data are dropped. The ef- 
fective use of forms, reports and rec- 
ords can be advanced by the following: 

Control the introduction of new 
forms. Investigate the use of the new 
form. Compare it to existing forms. 
Consider the method of filling-in the 
form (manual or machine); the reten- 
tion period of the form; the quantity 
and distribution of copies. Control 
should never be dictatorial nor absolute, 
but should be investigatory in concept 
and advisory in scope. 

When control becomes arbitrary, it 
diminishes the opportunity to recom- 
mend changes and establish a record 
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of the new form. Rather than face the 
inquisition which often attends the 
screening of a new form, employees 
will bypass the office manager and in- 
troduce the form as auxiliary working 
paper. No form number will be as- 
signed and there will be no control over 
the method of reproduction, the quan- 
tity of copies or the method of storage. 
The new form will be departmentally 
controlled and will be used outside the 
authority which pertains to numbered 
forms. As much as 25% of all forms 
used are unnumbered, uncontrolled and 
unchecked as to need. 

Assign numbers to all forms. Forms 
should be identified by a forms number 
for all purposes of ordering and refer- 
ence. Ordinarily numbers are assigned 
by functional grouping to make identifi- 
cation easier. The Dewey Decimal Sys- 
tem is adequate for this purpose. For 
example, 1 would be assigned to sales 
(marketing); and as each form is de- 
veloped under the sales category, it 
would be given a number in chrono- 
logical sequence after a decimal or 
hyphen, such as: Invoice 1.1 or 1-1; 
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REPORT SUMMARY AND ANALYSIS 


° requency 
Copies of 
ion 


Retained] Origin 


Gen’. Pers. Treasj Sales| Prod./Tax | Purch 


A sheet for summarizing the results of a reports survey. 


Lease 1.2 or 1-2; Order 1.3 or 1-3. 
Each principal functional category is 
given a number and all forms, etc., 
falling in that category bear a sub- 
number preceded by the category num- 
ber. Larger companies often use a 
double identifying number in addition 
to the specific form number—one num- 
ber identifies the location code by city 
and state, and the second number iden- 
tifies the function (sales, personnel, 
credit, purchasing, financial, etc.). . 
Maintain a record of all forms. Con- 
trol is best exercised when complete 


data concerning each form is central- 
ized in one record at one point. When 
forms are loosely and indiscriminately 
originated by departments, control is 
almost impossible. Ordinarily the con- 
trol center maintains two files—one in 
numerical sequence by forms numbers, 
the other alphabetically by function. 

It is not necessary to create a card 
record for each form—a copy of the 
form and its latest revision in a file 
folder is sufficient, provided that the 
folder indicates the (1) source of au- 


(Continued on page 243) 


REPORT SCHEDULE SHEET 


and Method 
ptio of 


Where How 
Prepared 


No. |Breparation 
of Time Man- 7 
Copies 


ed Date of 


rc 


A report scheduling sheet. 
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OMAC SEMINAR AND 


BUSINESS SHOW OPENS IN 


CHICAGO FEBRUARY 29 
aS eae Se 


HICAGO’S 17th Annual Seminar 

and Business Show takes place at 
the Conrad Hilton Hotel February 29 
through March 3. This combination of 
conference and exhibit under the same 
roof has always been popular. It is con- 
ducted by the Office Management Assn. 
of Chicago. Seminar sessions have 
always been the highest in quality and 
wealth of material with authoritative 
speakers who are top-ranked in their 
particular area of management. The 
constantly ascending popularity of this 
conference presents its own challenge 
for improvement each year and this one 
will be no exception. 

The program will cover many sub- 
jects pertinent to improved office opera- 
tions — people, methods and machines. 
In three days of sessions the executive 
will learn of recent progress and future 
trends. OMAC has held steadfastly to 
the principle that the best seminar and 
the best exhibit are the result of con- 
certed action by committees of active 
members — management people with a 
deep concern for management prob- 
lems. 

The annual Chicago Business Show 
is the largest exposition of its kind in 
the important midwest market. By its 


preeminence it enjoys a perpetuating 
audience. The home operations of 501 
of the 650 largest corporations are in 
Chicago. The show will be open each 
of the four days and an attendance of 
more than 35,000 is anticipated. 


This year a tremendous amount of 
interest has been generated due to the 
ever-growing developments 
machines and their applications. 


in office 
The 
Chicago Business Show offers a_ fine 
opportunity to not only hear about 
the latest equipment and its specific 
use and application, expounded by ex- 
perts at the seminar, but to see, evalu- 
ate and compare the equipment at the 
various exhibits in the show. All will 
be conveniently located at the Conrad 
Hilton Hotel. 

While the Chicago Business Show 
and Seminar draws heavily from the 
midwest, registrations are on file from 
Canada, the east and west coasts and 
other parts of the country. The large 
number of registrations has attracted 
speakers and experts in the various lines 
of equipment and methods. The semi- 
nar will thus retain its position among 
the top in the country. This will also 
present the opportunity for the exhibi- 
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tors to tell their story to top office 
executives. 

OMAC’s slogan of “Progress thru 
Participation” has become a reality as 
hundreds of its members are active on 
committees, promoting, developing and 
working for a successful show. This is 
one of the basic reasons for the con- 
tinued success of this venture. The 


whole-hearted support and interest of 
the entire membership helps not only 


themselves, but the exhibitors and the 
business community. 

The Office Management Assn. of 
Chicago, with over 700 members rep- 
resenting 500 companies in the Chicago 
area, is one of the largest chapters of 
National Office Management Assn. 
Complete information on this annual 
event can be had by writing Dept. TO- 
2-60, Office Management Assn. of Chi- 
cago, 105 West Madison St., Chicago 2. 





Acme Visible Records, Inc. 
Addo-x Sales Corp. 
Addressograph-Multigraph Corp. 
Allen Wales Adding Machine Agency 
American Automatic Typewriter Co. 
American Photocopy Equipment Co. 
Arndt Associates 

Automatic Euectric Sales Co. 
Bankers Box Co. 

BDC-Rex Rotary, Inc. 

Bell & Howell Phillipsburg Co. 
M. J. Blens & Co. 

Bircher Co. 

Blue Cross—Blue Shield 

E. W. Boehm Co. 

Boom Electric Corp. 

Charles Bruning Co. 
Chart-Pak, Inc. 

Chicago Dictating Machine Co. 
Cincinnati Time Recorder Co. 
Collamatic, Inc. 

Copease Corp. 

S. K. Culver Co. 
Cummins-Chicago Corp 

DeJur Amsco Corp 

Desks, Inc. 

Dictaphone Corp. 

Ditto, Inc. 

Duplicopy Co. 

Eastman Kodak Co. 

Thomas A. Edison Industries 
Elliott Addressing Machine Co. 
Fototype, Inc. 

Friden, Inc. 

Functional Music, Inc. 

Gates Acoustinet, Inc. 

General Fireproofing Co. 
Gestetner Duplicator Corp. 
Gray Audograph Co. 

Haloid Xerox, Inc. 

Halverson Products Co. 

Heyer Corp. 

Hunter Photo Copyist, Inc. 
Illinois Bell Telephone Co. 
Lang Equipment Sales Co. 
Leahy Archives 

Lee F. Kollis Associates 
LeFebure Business Systems 
Magne-Dex Sales of Chicago 
Maher Records Binding 





Exhibitors at the OMAC Business Show 


Manpower, Inc. 

Marchant Calculators Division 
Marr Duplicator Sales, Inc 
Marshall-Jackson Co 

Master Addresser Co 

Monroe Calculating Machine Co. 
Mosler Safe Co. 

Mullen Co. 

Murnane Paper Co 

National Cash Register Co. 

THE. OFFICE 

Office Equipment Co. of Chicago 
Office Management Assn. of Chicago 
Olivetti Sales Corp. 

Olympia Typewriters 

Park-ette, Inc. 

Perma-Disk Secretarial 

Photostat Corp. 

Pitney-Bowes, Inc. 

Polychrome Corp. 

Precision Mfg. Co. 
ilenietuidisbienicattons. Inc. 
Recordak Corp. 

Record Controls, Inc. 

Recording & Statistical Corp. 
Robertson Photo-Mechanix, Inc. 
Rol-Dex Div. Watson Mfg. Co. 
Scribe Distributors Co. 
Scriptomatic, Inc. 

Simplex Time Recorder Co. 
Smith-Corona Marchant, Inc. 
Speed-O-Print Corp. 

Standard Duplicating Machines Corp. 
Standard Manifold Co. 
Statistical Tabulating Co. 

Stivers Office Service 

Sturgis Posture Chair Co. 

Tab Products Co. 

Tallman, Robbins & Co. 
Thermo-Fax Sales Corp. 

Thomas Collators, Inc. 

Transkrit Corp. 

Transo Envelope Co. 

Triner Scale & Mfg. Co. 
Varigraph Co. 

Vari-Typer Corp. 

Victor Adding Machine Co. 
Wheeldex & Simpla Chicago Co. 
Whizz Office Service, Inc. 
Yawman & Erbe Mfg. Co. 
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Business Has Weathered 
The Computer Crisis 


SHELDON F. HALL 


President, American Society of Corporate Secretaries. 
Vice President and Secretary, Burroughs Corp., Detroit. 


LECTRONIC COMPUTERS first 
E sparked public and business imagi- 
nation when the U. S. Census Bureau 
installed electronic “brains” in 1951. 
The press wrote glowingly of all the 
massive jobs these high speed wonders 
could accomplish. Unfortunately, no 
one pointed out the limitations and re- 
strictions inherent in the early systems. 

For the past seven years, as far as 
electronic data processing was con- 
cerned, Americans walked in a science 
fiction dream and woke up in a com- 
puter crisis partially caused by mis- 
directed automation. The most serious 
crisis for computers was in 1958— 
ironically automation’s biggest year in 
terms of electronic computers installed 
on truly productive jobs. 

To some extent the computer crisis 
reflected the national mood in 1958. 
Hit by an economic downturn, visibly 
impressed by the overnight success of 
Russian Sputniks, Americans revolted 
against conformism, groupism, team 
psychology and many other values once 
blindly accepted. They began to ask 
pertinent questions about office automa- 
tion. 

The computer crisis wasn’t without 
its benefits. Re-examination of busi- 
ness, methods and operations in gen- 
eral, disclosed that, though faced with 
the worst profit squeeze in history, few 
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computer users returned them to the 
manufacturers. Instead, business re- 
applied them as management, faced 
with the decision, decided to stick with 
electronic data processing as the final 
solution to the growing mountain of 
paperwork. 

By 1959, business for the most part 
knew the computer wasn’t a form of 
superclerk, but a new instrument which, 
when properly applied, increased the 
productivity of capital. It recognized 
office automation couldn’t be force-fed 
from old, depleted, senile systems which 
choked it up. Today most businessmen 
buy office automation to accomplish 
these major purposes: (1) reduce cleri- 
cal costs; (2) optimize management con- 
trol through fast, centralized reporting, 
and (3) minimize expenses and maxi- 
mize profits through operations re- 
search. They are finding that office 
automation is necessary to meet com- 
petition. In these instances, office auto- 
mation is a must. 

Judged on impact alone, electronic 
data processing has made its greatest 
impression (and major changes) in the 
business equipment industry which sup- 
plies office automation to all the nation. 
It has been a tremendous shot-in-the- 
arm, literally revolutionizing the indus- 
try, plunging it heavily into electronics. 
Evidence of this can be seen in our own 
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firm, now doing well over $150 million 
annually selling to both civilian and 
military customers. Burroughs Corp. 
expanded at a rapid rate to keep pace 
with the market, from a firm with 
12,000 employees worldwide in 1951 
to its present 37,000-plus employees. 


The change opened up new areas of 


work for engineers, technicians, sales 
specialists, mathematicians, factory as- 
sembly workers and management. In 
fact, the entire industry more than 
tripled its volume from $4 billion to 
over $13 billion in less than a decade. 

With the advent of day-to-day office 
automation, other leading industries felt 
the impact. Among them are insurance 
companies and public utilities which have 
25% of all electronic data processing 
systems in the nation; manufacturing 
with another 25%, and the federal gov- 
ernment holding 35% of all medium 
and large scale computer installations 
in the U. S. Government automation 
systems alone process over 25 billion 
pieces of paper annually. The remaining 
15% of EDP systems are in the chem- 
ical, food, petroleum and primary metal 
industries and in research, schools and 
service organizations. In addition to 
these true full scale electronic data pro- 
cessing system installations, there are 
thousands in general business embody- 
ing various degrees of office automation. 

In each case, regardless of the degree 
of application of office automation, it 
brought change and inevitably economic 
impact to the office and the employees 
involved. In analyzing the effects of 
automation, hard-headed businessmen 
see the chief economies lying in systems 
streamlining and integration. From past 
experiences, business experts generally 
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warn against expecting direct cost and 
labor economies as the greatest benefits 
of office automation. The future looks 
promising for greater economic impact, 
but hopes for future benefits should be 
honestly looked for by using office auto- 
mation to streamline operations and in- 
tegrate systems. 

Over half of the early computer users 
who reported “their systems backfired” 
admitted they sought their chief benefits 
in labor saving. They missed the point 
that, if their system had been properly 
applied, the savings would have ap- 
peared in other cost-saving forms. Most 
successful automation users buy the 
system to handle two to four of their 
mass-volume jobs. But, they point out, 
one or even two large jobs cannot carry 
the cost of a large EDP system. The 
price tags forbid it. 

Secondary routines, carried out on 
the system, prove to be the red velvet 
in these operations. To locate second- 
ary projects, the successful office auto- 
mation system operator relies on oper- 
ations research. Simply stated, the sys- 
tem operator says: “Let’s take a look 
at the record. Is this a practical ap- 
plication for our automation system?” 


These “red velvet” successes don’t 
happen through luck, accident or provi- 
dence. They are planned victories at- 
tained over a period of time during 
which the user analyzes his operations 
and, through study, determines which 
secondary operations can be carried out 
by the automatic system to ultimately 
provide savings in cost, manpower and 
time. 

Office automation had three false 
gods that misled businessmen: labor- 

(Continued on page 247) 








Photo by A. Devaney, Inc., N. Y. 


W. E. THOMAS, President, Collamatic Corp., Wayne, N. J. 


OLLATING EQUIPMENT can 
improve the efficiency of your 
office. It can save your company 
money and boost the morale of your 
employees. You'd be surprised how 
many organizations that pride them- 
selves on the ability of their duplicating 
departments to run off 6000-9000 i.p.h., 
completely overlook a collating bottle- 
neck of 1800 s.p.h. This article will 
discuss how to justify the need for col- 
lating equipment and describe the vari- 
ous types available. 
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The collating done by one company 
frequently differs from that done by 
another. In large concerns it may even 
differ between departments. Treat your 
collating problem as one that bears little 
or no relationship to that of a nearby 
department or company. Just because 
the XYZ Co. purchased a Model X 
collator from the ABC Mfg. Co., don’t 
feel it will necessarily do a job for your 
company. 

Generally speaking, the minimum re- 
quirement for any collating equipment 
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is four sheets made up into 50 sets. 
Should this number of sheets increase 
to eight or more, the number of sets 
would be reduced to 35. 

Collating equipment is usually justi- 


fied in the labor savings effected; how- 
ever, here are a few other considera- 
tions: (1) tight deadlines or time ele- 
ment involved can justify its purchase; 
(2) improvement in employee morale 
through this easier and more pleasant 


You can add-on three and 
four-station sections to this 
Gather-All collator. 
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The Maceymatic eight- 
station collator automatically 
gathers, staples and counts. 


Macey Co 


method of collating; and (3) this equip- 
ment often saves floorspace. Still an- 
other consideration when purchasing 
collating equipment is whether or not 
the material is to be stapled. This can 
often mean the difference between justi- 
fication of semiautomatic or fully auto- 
matic types. The write-off period for 
all this equipment varies, but a three 
year period is usual. 

Nationwide office collating standards 


Didde-Glaser, Inc, 
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Be sure to establish 
, (2) what type, and 
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Properly completed, a collating 
sis card (above) will show you (1) if 


you need a collator 


straight collating and collating-stapling 


stapling will reduce hand collating by 
time. 


as much as 30%. 
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The number of sheets 


per set and number of sets per job can 


Guvo SISATYNY ONILVITO9 


average 1800 s.p.h. over a seven-hour 
radically affect this average, however. 
Run your own time study, using your 
own operators on your type of collating 


working day. 








to determine your rate. 








An Amfile Sort-All 
leaf sorter. 


(3) your collating costs. Select the time 
cycle that you feel represents a fair 
cross-section of the kind of collating 
normally done in your company. It 
may be a day, week or month. Keep 
this accurately. 

Upon completion of the analysis you 
should be able to determine: (1) total 
number of sheets collated a year, (2) 
average number of sheets to a set, (3) 
average number of sets collated, (4) per- 
centage of collated material stapled, and 
(5) your collating cost per thousand 
sheets, per month, per year. 

In the average company the type of 
collating will vary from a two-page job 
of several hundred sets to 100 pages of 
75 sets. It is seldom that a company 
can handle all its collating efficiently 
with one type of equipment. Generally, 


Associated Industrial Designers 


Sort-O-File sorters. 


THe Orrice—February, 1960 


Amberg File & Index Co. 


a collator that handles the most varie- 
ties of work is the model selected. How- 
ever, regardless of whether the model 
chosen handles 5% or 95% of your 
collating efficiently, the purchase price 
must be justified by direct labor savings 
and/or other factors demonstrable as 
having a dollar and cents value. 

The analysis will permit you to estab- 
lish your annual (direct labor) collating 
cost. If you multiply this figure by 
your write-off period, you will have a 
figure from which to work in justifying 
the purchase of collating equipment. 
For instance, let’s assume your yearly 
collating cost is $1000 or a total of 
$3000 based on a three-year write-off. 
Let’s further assume a certain collator 
will handle 75% of the work efficiently 
—75% of $3000 is $2250. Assuming 


Sengbusch Self-Closing Inkstand Co. 


The expandable Kleradesk sorting rack. 
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The CADM rotary collator. 


Super Speed Printing Machinery, Inc. 


the equipment will do the collating in 
half the time, you could justify an ex- 
penditure of about $1000 for it. Natu- 
rally, you are free to set your own 
write-off period. It is also important to 
add any other benefits—other than di- 
rect labor savings—that may ensue 
from the purchase. 

There are many different types of col- 
lating equipment including tables; racks, 
vertical or horizontal; revolving circular 
tables; desk-top electric models; electric 
models; and fully automatic models. 

Tables. This method of spreading 
your collating work out on a flat sur- 
face is archaic. It shouldn’t even be 
considered. 

Racks. When, because of paper size 
and other conditions, your collating 
cannot be handled in collators, these are 
fine tools. They should, however, only 
be used when the volume is not suf- 
ficient to justify purchase of a collator. 

Desk-Top Collators. Two or three 
hours a week is ali that is needed to 
justify purchase of this type of equip- 
ment. These are fine for low volume 
collating, averaging about $150 each. 
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Electric Models. About five hours of 
manual collating per week is necessary 
to justify this type of equipment. Prices 
range from $400 to $1200. Two kinds 
are available. Type A is a fully electric 
collator in 8, 10, 16, 20 and 32-bin 


‘Collauntis Been. 
The fully automatic Collamatic collator. 
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NEW OFFICE MACHINE 
GATHERS 8 SHEETS PER SECOND ¢ 


coliates 


480 sheets per minute 


produces 
2300 8-sheet sets per hour 
loading time included 


delivers 


alternated sets, jogged criss- 
crossed and stacked in delivery tray 


Eliminates ‘arm fatigue” 
completely 

No more sore arms or aching 
muscles—only actual work involved 
is loading the feed trays. The 
“Escalator System’’ completes the 
job—quietly, automatically. 

Labor and money saving 


Automatically replaces boring, 
tedious costly hand work. Ends 
diversion of highly paid office help 
from their regular jobs . . . avoids 
overtime and expense of extra 
temporary workers. 


Saves valuable floor space 


Complete Collating system in floor 
space of only 48” x 20’. 


HALVERSON 


COLLATOR 


Manufactured by 
HALVERSON Products Company, Inc. 
1051 N. Paulina St., Chicago 22, Ill. 


SEE your duplicating equipment supplier. WRITE today for complete information. 


DEALERS,—some cities still open for representation. 


For More Information Circle No. 477 





Macey Co. 


The Macey high sveed collator. 


models. It is actuated by a footswitch. 
Operator removes collated set from the 
machine, staples it if necessary, and 
places it in a stacking tray. Type B is 
also fully electric and available in 10, 
12, 16, 20 and 30-bin models. How- 
ever, it differs in that it is automatically 
activated by a timing device. This is 
completely adjustable in speed range. 


eS ae a 
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Friden, Inc. 
The Friden collator. 


Fully Automatic Collators. About 
20 hours of hand collating a week is 
required for even the least expensive 
automatic collator to be economical. 
There are over half a dozen makes of 
fully automatic units on the market, 
ranging from $2000 to $15,000. Auto- 
matic stapling is optional on most units. 
There are several major factors to con- 


The Multigraph Accra-Feed 
automatically collates sets of 
up to 75 or 100 sheets. 


Addressograph-Multigraph Corp. 
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New 


"OPERATGR-LESS. 


So automatic and accurate you can start it and walk away! 


Freedom from machine tending is only 
the beginning! The new Gathermatic by 
Thomas Collators brings to collating 
the speed and accuracy of larger, more 
expensive equipment...at a cost un- 
believably low. Write today for com- 
plete information on the many ways you 
can speed up your collating operation 
and substantially reduce your costs. 


e Offers more features at a lower price 
than any other collator of its kind 


e Automatic miss and double sheet 
detectors stop machine instantly, 
prevent errors 


We 


eae 


e Stations can be skipped at the flick 
of a lever without hindering the full 
production rate 


e Loads in a minute...each station 
takes approximately % ream of 3”x5” 
to 11”x14” sheets in various weights 
and finishes 


e Gives over-all speed, ease and accu- 
racy features formerly available only 
in large-scale collators 


e Automatically collates, counts, criss- 
crosses or staples 6,000 sheets per 
hour 


Thomas Collators Ine. 
World’s Leading Manufacturer of Collating Equipment 
Dept. B3, 100 Church Street, New York 7, New York 


For More Information Circle No. 268 











SIX STEPS TO IMPROVED COLLATING PRODUCTION 


. Select paper stock that feeds well through your duplicator. 

. Whether 16 lb. or 20 Ib., be sure the sheet has good body to it. 

. Do what you can to prevent or reduce curl in your duplicating 
paper. 

. Collate duplicated material immediately after it has been printed. 
The longer it is exposed to atmospheric changes, the more likely 
it is to develop curl. 

. If you use a punched or drilled sheet, make certain it is properly 
done. A poorly drilled or punched sheet with burring around the 
holes is a cause of poor paper feeding. 


. Treat paper, before and after duplicating, with as much care as 
possible. 











sider when purchasing this equipment. e Floorspace. 

These include: e Production rate. 
e Consistency of operation. You should expect an occasional 
e Set-up time. feeding mishap in any model. How- 


e Simplicity of operation. ever, should this difficulty exceed 1% 


@ Cost. per 100 sets, or should the time re- 





J. Curry Mendes Corp 
Mendes automatic vertical collator. 


Thomas Collator Industries, Inc 


A 16-station semiautomatic collator. 
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Look what WE did today! 


(Me and my Maceymatic Collator) 


“Tm five-foot-two. And very popular, 
thank you. 

“Because, with my Maceymatic, I 
gather and stitch a stack of 8-page 
booklets over three times as tall as I 
am, every day. (That’s 2,000 booklets in 
an hour.) 

“Mostly, I just watch the machine 
do the work. When the hoppers need 
more paper, I fill them. And take the 
finished booklets away. It used to take 
eight girls to do what I now do alone 

thanks to Macey.” 

Our five-foot-two Macey missionary has 
taken the machine-collating gospel into 
many far corners of the business world. 
And business executives are being con- 
verted in droves, as they get the dollars- 
and-cents message of the Maceymatic. 
It is the lowest priced, fully automatic 
collator on the market today. 

Won't you let us tell you the complete 
story .. . and back it with a demonstra- 
tion. Write . . . or phone. 


MACEY COMPANY 


A subsidiary of Harris-Intertype Corporation 
13829 ENTERPRISE AVE. ¢ CLEVELAND 35, OHIO 


INTERTYPE 
CoRPORATION 


For More Information Circle No. 286 
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quired to correct these faults be too 
lengthy, the rated production of the 
equipment will suffer. Never under- 
estimate the effect this sort of thing has 
on your operator. It is frustrating if 
the equipment does not function prop- 
erly, and morale suffers. 

Set-up time is extremely important. 
If your collating consists of a few hun- 
dred sets, it is possible for the set-up 
time to exceed collating time. The 
longer the set-up time, the greater vol- 
ume per loading of the collator is re- 
quired. Simplicity of operation is an- 
other consideration. Be certain you 
select equipment in keeping with the 
capability of the personnel expected to 
operate it. 

The cash you spend for a collator 
must be predicated on the amount it 
will save your company. A collating 


analysis form will serve as a good yard- 


stick. 

A word of warning. Do not confuse 
operating speed with production rate. 
The. latter is the time it takes from 
beginning the set-up to the taking of the 
last collated set out of the unit’s receiv- 
ing tray. Both operating speed and 


Halverson Products Co. 
The Halverson electric collator. 


production rate are figured as so many 
sheets, or sets, per hour. The latter is 
actually the operating speed minus the 
set-up time—further affected by the 
consistency and simplicity of operation. 
The more care you take in establishing 
a production rate for your type of col- 
lating, the more accurate will be your 
forecast in justifying the purchase of a 
collator. 


The Thomas Rotomatic 
50-sheet automatic collator. 


Thomas Collator Industries, Inc. 
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DONALD G. COLLEY, President, J. Curry Mendes Corp., 


OLLATING is a new problem to 
many office executives. Indeed, 
some personnel are not yet familiar 
with the term although they are ac- 
quainted with the task. Collating is the 
gathering together of sheets of paper in 
sequential order. It is required when- 
ever an office duplicating or printing 
machine makes more than one page. 
For example, if 2000 price change 
notices of three pages were printed, 
there would be three piles of paper to 
collate. Someone would be assigned to 
the task of picking up sheets from each 
pile and assembling them together into 
sets in the correct page order. The 


most common method of office collating 
has been to place the piles of paper on 


a table top and assigning a junior mem- 
ber of the staff to picking up the sheets 
from each pile and assembling them 
into a set. This assignment is unpopu- 
lar, often causes painful paper cuts and 
backache. But these uncomfortable 
physical results, are not the pri- 
mary cause of resistance to manual col- 
lating. The main one is the mental 
boredom of the job. Probably no office 
task is sO monotonous. Consequently 
the incidence of errors in manual col- 
lating tends to be high. 

Not only is the collating problem in- 
creased by the resistance of office per- 
sonnel to the chore and the high error 
rate, but frequently there are simply 
not enough manhours available. So 
collating presents the triple-barreled 
problem of employee resistance, high 
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New Bedford, Mass. 


error rate and the economic factor. 

The increase in machine office col- 
lating is a result of the rising popularity 
of office duplicating machinery such 
as spirit duplicators, mimeograph ma- 
chines and offset presses. All these 
machines generate printed sheets of 
paper that have to be collated. 

Manual collating speed is about 2000 
sheet pick-ups per hour. It is doubtful 
if this speed can be maintained for 
more than three or four hours. If you 
feel that collating is absorbing an undue 
amount of your personnel’s time, you 
should investigate mechanical collating 
devices. These fall into two categories: 





Thomas Collator Industries, Inc. 


Thomas Gathermatic automatic collator. 
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(1) work positioners and (2) automatic 
collators. 

The work positioners range in design 
from simple racks to multibin units. 
The latter can be likened to a series of 
pigeonholes in which piles of paper are 
placed. Mechanical arms push the top 
sheet of each pile half-way out of each 
pigeonhole. The multibin units are 
made in a variety of sizes from the 
small desk-top model to large floor 
models. Their collating speeds vary 
according to the size of the unit and 
dexterity of the operator. In general, 
speeds range from 3300 pick-ups per 
hour (8-bin model, four sheets per set) 
to 9600 pick-ups per hour (32-bin 
model, 32 sheets per set). 

Whenever there are long collating 
jobs to be done or many small jobs, an 
automatic collator’s speed is so great 
that it can reduce collating time and 
costs greatly. Automatic  collators 


range in speed from 18,000 pick-ups 
per hour (4-station model) to 72,000 
pick-ups per hour (16-station model). 
These are sustained speeds, the units 
being fully automatic. 

Auxiliary devices may be added to 
automatic collators to increase their 


A. P. Heinz Co 
The Heinz portable collator. 


Evans Specialty Co. 
Evans 18-station gathering rack and jogger 
can be folded up when not in use. 
usefulness and labor cost savings. Au- 
tomatic stitchers will put staples in the 
upper left-hand corner of a collated 
set, put two staples on the left margin, 
or put two staples in the middle to form 
a booklet when the set is folded. Fold- 
ing machines can fold sets in a variety 
of ways—letter, accordion and booklet 
folds. When stitchers and folders are 
added to a collator, booklets can be 
produced automatically. 

An important money-saving point to 
remember when buying an automatic 
collator with stitching and folding at- 
tachments to make booklets, is that you 
will need a collator with only one- 
quarter the number of stations to the 
number of pages you intend to collate. 
This can justify the extra costs of the 
attachments by the savings made in the 
purchase of the smaller collator. Fur- 
ther savings are made because the du- 
plicating department can print pages 
two-up on both sides of a sheet. The 
economies of this technique are: (1) a 
50% savings in printing time; (2) a 
75% savings in collating time; (3) a 
75% savings in required collator ca- 
pacity. The 75% savings in collating 
time is achieved because the unit is 
collating four pages per sheet of paper. 
If the four-station collator’s normal 
speed is 18,000 pick-ups per hour, in 
effect it will be collating 72,000 pages 
per hour. 
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Mark of An Efficient, Waste-Free 
Office—the COLLAMATIC 





: "165% DI 


a 


VIDENDS 


EVERY YEAR?” 


New 1960 Collamatics with "APC" are lower 
priced than ever, and more versatile than ever 


Shown 's the 16-bin model = 1600 


YOUR SAVINGS CHARTED IN ADVANCE 


... Few types of office equipment give the actual cash 
savings obtained with Collamatic Collators . . . savings 
that can be charted for you in advance with the 
Collamatic “Collating Survey and Analysis Form.” In a 
typical office, a Collamatic will return 165% or more 


@ year on its cost. 


1960 MODELS NOW READY . . . Leaders in 


Collamatic’s 1960 line of electrical collators include the 
compact, moderately priced “APC” models . . . now 
lower priced and more versatile than ever before, 
with larger bins, larger trays, provision for collating 
sheets in a larger range of sizes. Up to 30-sheet sets 
collated at one time . .. with the greater speeds 


obtained with APC automatic timing. 


FREE—write for free copy of our "'Collating Survey 
and Analysis Form" and Collamatic literature. 


Corporation 


WAYNE, NEW JERSEY 


For More Information Circle 


THe Orrice—February, 1960 





COLLATORS FOR EVERY SIZE 
AND TYPE OF OFFICE 


DESK-TOP 
COLLAMATIC 
Electric collator 
for only 


$149.50 complete. 
0 





COLLATOR STAPLER-STACKER 
8 Times Faster than by hand. 
a 

COLLAMATIC "15" | 
Inexpensive, ful- 

ly automatic... 

collates, jogs, 

counts, staples 

and stacks 

automatically. 


Developed and Engineered by 
W. E. Thomas, The Inventor of 
Modern Office Collators. 





No. 297 








CARL DIDDE, President, Didde-Glaser, Inc., Emporia, Kans. 


OLLATING HISTORY goes back 
© a long time. When the first book, 
the Bible, was printed by John Guten- 
berg, it was done one sheet at a time, 
collated by hand, and bound into a 
volume. Until 1900 the growth of print- 
ing was slow. Since then there has been 
tremendous progress. The advent of the 
folding machine and larger-sheet print- 
ing presses simplified collating, while 
the large signature collators, built to 
gather printed sheets, eliminated time- 
consuming manual handling. 

The small sheet collator made its 
appearance during the last ten years, 


changing the trend from larger presses 
and folding machines to high-speed, 
smailer-sheet presses. Small and medium 


Collamatic Corp 


This type of collator is available with from 
10 to 30 bins. 


presses have become very popular and 
current opinion even favors small “one 
around” or “wrap around” plates. This 
entails lower plate costs and less initial 
investment with production comparable 
to that of larger presses. 

Automatic collators have played a 
part in this trend. Five years ago auto- 
matic collating was a popular topic 
of conversation. At that time it was 
‘“‘a means to an end.” Today, the subject 
has changed to “collating with auto- 
mation.” Already collating has become 
just one step in the automatic pro- 
duction of printed paper materials. We 
have automatic collating units, staplers, 
folders, punches, trimmers and delivery 
gadgets that together help produce the 
end product. This is automation with 
collation! 

In offices and private printing plants 
across the country, the sheet collator is 
playing an increasingly important part 
in handling the paper materials needed 
by business and government. High- 
speed, automatic collators with many 
stations are speeding and simplifying 
the slow, tedious job of preparing ma- 
terial for distribution after printing. A 
decade ago, the collating of offices and 
private printing plants was usually 
handled in commercial plants and trade 
binderies. Now office collating equip- 
ment is following the trend toward 
collation with automation that has 
proved so successful in the graphic arts 
industry. 
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Grind ‘em out. Pile 'em high. Not a 

smudge in the stack. ATLANTIC MIMEO BOND 
gives you clean, sharp copies all the time — the 
superior all-round impression paper. Great for 
pen, pencil and typewriter, too. Comes in brilliant 
white, plus seven lively colors. And the substance 
weight is right in the watermark. Ask your 
Eastern Franchised Merchant for samples of 
ATLANTIC MIMEO BOND. Or write us direct. 


you're always right with 


EASTERN FINE PAPER ANDO PULP DIVISION 
STANDARD PACKAGING CORPORATION > BANGOR, WE 


THE WEIGHT IS WATERMARKED 
in every sheet of ATLANTIC MIMEO 
BOND. An exclusive featurse...makes 
it easy to tell what you’re running! 


ca 





For More Information Circle No. 
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It's new — from Didde-Glaser — 
designers and manufacturers of 
the world-famous Speed-Klect 
sheet collators! The GATHER- 
ALL sheet and signature collator 
is designed as a cost-reducing, 
labor-saving gathering machine 
for printing departments, bind- 
eries, offices, and mail rooms. 
Collates sales manuals, instruc- 
tion booklets, price sheets, pam 


Chip for information on the GATHER-ALL 








sheet and 


signature collator 


cromatic miss or double detec- 
tors at each station » One-side 
space-saving operation = Simple 
3-step set-up wm Sizes and 


phlets, mailing pieces, catalogs, 
calendars, and folded signa- 
tures. When coupled with stit- 
cher, bander, offsetter, creeper, 
criss-cross, or other attach- 
ments, the new GATHER-ALL be- 
comes a complete and compact 
bindery, all in itself! 


= No-stop loading # Bottom vac- 


uum feeders # Continuous one- 
direction stock movement » Mi- 








ADDRESS 





COMPANY 





STATE 








weights — Sheets, 16-lb. and 
heavier: 5” x 8” to 942” x 14”. 
Signatures: 4” x 6” to 912” x 
1244” aw Operating speeds up to 
6,000 sets per hour # Additional 
stations may be added in your 
plant. 


General Office and Factory, Dept. TO-2 
50 Hi-way and W. Twelfth Avenue 
Emporia, Kansas 


Sales and Service Offices in 


New York, Chicago, and Los Angeles 


For More Information Circle No. 316 
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The Art of 
Paper Folding 


HOUSANDS OF PEOPLE have 
been taken into the fold—paper 
fold. Last year the nation’s first full- 
scale exhibit of the ancient art of paper 
folding recognized paper's artistic 


possibilities. People have become in- 
trigued by a hobby that can well com- 
pete with painting and clay modeling. 
This is one of the conclusions inspired 
by the first national paper folding exhi- 
bition last summer at the Cooper Union 
Museum, New York, as part of its 100th 
anniversary celebration. 

In the western world, until recently, 
paper folding has for the most part been 
confined to the children’s world of naper 











COLLATING SPORADIC? 
80°% IS§! 


JUSTIFY COLLATOR COST IN 2 OR 3 
JOBS WITH A 


HEINZ 
PORTABLE 
ae 


NE ETI 


$37.50 


A NEW APPLICATION OF HAND GATHERING 
WITH SPEED AND ACCURACY COMPARABLE 
TO SOME FULLY AUTOMATIC COLLATORS. 


All alumi » compact, easy fo carry. 


WRITE NOW FOR 10 DAY FREE TRIAL! 
A. P. HEINZ CO. 


DEPT. O, 2422 LUNT AVE., CHICAGO 45, ILL. 
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RITE-LINE copyrwoiper 


e SAVES EYESTRAIN e TAKES COPY UP TO 20° 
© PROMOTES ACCURACY e HOLDS NOTEBOOK 
e@ INCREASES PRODUCTION «FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 





Send for FREE Booklet describing RITE-LINE COPYHOLDER 
RITE-LINE CORPORATION 
For More Information Circle No. 366 
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| party hats and paper airplanes. But in 
| the Orient, where paper as we know it 
was first invented ten centuries ago, 
paper folding has been highly developed 
for over a thousand years, or almost as 
long as paper itself. 

In the Cooper Union Exhibit, whim- 
sical creatures of land, sea and air; 
butterflies, bats and beetles; chickens, 
penguins and kangaroos, perched beside 
fantastic folded flowers and intricate 
geometrical folded forms. 

The Japanese call paper folding 
“origami,” and in Japan it approaches 
the sculptural art in expression and 
technique. “Many Japanese paper folds 
have complex symbolic meanings which 
are linked with the stylized traditions of 
the Japanese,” says Professor Calvin S. 
Hathaway, director of the Cooper 
Union’s Museum for the Arts of Deco- 
ration, which gathered examples of pa- 
per folding from private collections in 
Japan, Spain, Argentina and the U. S. 
“Yet each skilled artist,” he said, “can 
create a traditional fold pattern with a 
fresh approach that makes it an indi- 
vidual work of art.” 

Among the popular subjects of the 
origami artist are such traditional Japa- 
nese figures as the crane and tortoise, 
both symbolic of food, fortune and 
long life; the carp, symbol of persistency 
and aspiration; and the frog, an emblem 
of love and fertility. 

In addition, folded paper takes its 
place in the graceful complicated eti- 
quette of Japanese life. Folded paper 
decorations are attached to gifts, with 
the proper emblem on the proper gift 
for the proper occasion, of course. As 
early as the beginning of the eighteenth 
century, a “how-to-do-it” book was pub- 
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N 
new IU 


ation collator 


Fully automatic . . . unprecedented performance 
without the penalty of high price or space waste! 


Announcing a new dimension in col- 
lating versatility, accuracy, speed and 
compactness — the all-new, completely 
automatic Rotomatic by Thomas Col- 
lator Industries, Inc. If you collate in 
volume, you'll want all the details on 
the Rotomatic’s ease of total opera- 
tion and multiple savings. For com- 
plete information and prices, without 
obligation, write today. 


Accurately collates, counts, staggers or 
stitches 25,000 sheets per hour 


Exclusive push button programmer permits 
different jobs to be run at same time 


Occupies only 17% sq. ft. of floor space 


Loads in less than 7 minutes ... no 
adjustments for vacuum systems, fans, 
weights, finishes 


Handles sheet sizes from 7” x 8” to 11” x 
14” in most every weight and finish 


Offers more features at a lower price than 
any other collator on the market 


MW Thomas Collator Industries, Inc. 


Dept. B-4, 100 Church Street, New York, New York 
For mers Information Circle No. 273 
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Cs your line 


with the Sengbusch nine... 


ADAPTO-RACK 


Faster Selling Office Aids 


Everyone's selling more Sengbusch Distinctive 
Office Essentials! Chances are, your morning 
mail was signed, sealed, and delivered to 
file, through the aid of these eye-and-buy 
styled Quality Desk Items. Free sales pro- 
motional pieces. Write for details. 


Aa 
12-2 Sengbuseh Building 
Milwaukee, Wisconsin 


For More Information Circle No. 352 
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| lished in Japan complete with diagrams 


and instructions for making traditional 


| paper decorations. 


Although the western world is a 
Johnny-come-lately to paper folding as 
an art, it has produced some famous 
folders. Leonardo da Vinci was one, 
and so was Lewis Carroll, the author of 
Alice in Wonderland. Da Vinci, in his 
famous scientific essays, used folded 


| forms for simple visual illustrations of 


his inventions and theories. Indeed, one 


| of these is almost a dead-ringer for the 
| folded paper airplane of today. 


Modern geometry still turns to paper 
folding. No better technique has yet 


| been devised to show the three dimen- 


sional construction of polygons and cir- 
cles of Euclid. And architects and engi- 


| neers utilize the method widely in ex- 


perimenting with principles of architec- 
tural forms, as can be seen in flipping 
the pages in any architectural maga- 
zine. 

Children of course adore the frivolity 
of paper folding. But youngsters are 
not the only ardent converts to folding. 
The Cooper Union’s Museum’s guest 
book last summer attested to that. Busi- 
nessmen came in droves to the bi-weekly 
demonstration lectures, and the fanciful 
fold rather than the dreary doodle may 
become the fashion at business con- 
ferences. Occupational therapists rec- 
ommend folding techniques to the 
handicapped and the shut-in. 

The advice of Akura Yashizawa of 
Tokyo, world’s acknowledged master 
paper folder, is “never fold on a rainy 
day.” Still, perhaps folding may help 
to make a rainy day sunnier.—from 
Nekoosa News, courtesy Nekoosa-Ed- 
wards Paper Co., Port Edwards, Wis. 
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“Before you~ , 
can say 


i} ack 


...you’ve got his card. Or an inventory card, data card, 
account receivable. Any type of card-record. That’s pro- 
vided they’re in a REVO-FILE, Mosler’s amazing new rotary 
file. It’s entirely different from old style tray files or ro- 
taries in capacity, mobility, and ease of finding and filing. 
Just drop your cards in REVO-FILE. For more information 
write Revo-File Systems Division, The Mosler Safe 
Company, 320 Fifth Avenue, New York 1, New York. 


For More information Circie No. 362 





Get Big Savings by 
Improving Little Things 


ERNEST J. BREWER, President, 


National Institute of Governmental Purchasing. 
Purchasing Agent, City of Atlanta, Ga. 


HE PURCHASING department of 

the City of Atlanta is aware of the 
need for constant improvement in its 
system of operation and methods of 
procurement, because it is part of a 
municipal government that has gained 
national recognition as being one of 
the best in the nation. From the year 
1937 until this date, it has not been 
necessary to borrow one dime for oper- 
ating expenses. We are now saving 
over $31,000 annually in cash dis- 
counts, and prompt payment of in- 
voices helps to maintain the better type 
of bidders and vendors. 

There is absolutely no interference 
with the operation of our department 
by the Mayor or any member of the 
Board of Aldermen. A _ purchasing 
committee supervises the work of the 
department with no effort to influence 
the purchasing agent to make an award 
except on the basis prescribed by laws 
and ordinances governing purchasing 
procedure for the city. A number of 
other things have contributed to the 
efficient and progressive operation of 
our department, resulting in national 
recognition of our work. 

For instance, we receive the finest 
cooperation from using departments, 
and this is most essential. We enjoy an 
outstanding vendor-bidder-salesman re- 
lationship. We consider the salesmen 
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who call on us as our friends and our 
system of operation enables us to deal 
with them expeditiously. We do not 
force them to “cool their heels” while 
they wait to talk with the proper buyer. 
We believe in, and practice, the slogan, 
Equal Opportunity to All Qualified 
Bidders. The successful operation of 
our department depends, in large meas- 
ure, on the loyalty, efficiency and devo- 
tion to duty of our staff. 

For a number of years we have held 
membership in the National Institute of 
Governmental Purchasing, a non-profit 
educational and technical organization 
of governmental buying agencies in the 
United States, Canada and Puerto Rico, 
dedicated to improving governmental 
buying. Its office in Washington, D. C., 
is administered by Albert H. Hall, ex- 
ecutive vice president, who has given 
us the fullest cooperation through the 
years, supplying us with essential in- 
formation such as exchange of all types 
of specifications, and carrying our re- 
quests for help over the nation to our 
colleagues through the NIGP Bulletin. 
We could not possibly have brought 
our department to its present high level 
of operation without the assistance of 
the institute. We feel we owe some of 
our time to the upbuilding of the pro- 
fession to which we belong, so we are 
active in the work of the institute. We 
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ANNOUNCING 


I960 VICTOR 


AUTOMATIC PRINTING 


OF NE OLEI NTO) =: 








Simple! Victor's exclusive Magic Motor Bar 
and Simpla-Key handle all calcula- 


tions — division, multiplication, addi- in the Yellow Pages for nearest 
tion and subtraction. - Factory Branch or Dealer. Or 
Simple! Automatic Constant, Total Transfer , mail coupon today! 
and Credit Balance. : Addi hi 
Simple! Prints the answers clearly, with true Vietor Adding Machine Co., Dept. 0-2 
: ’ Chicago 18, Illinois 
symbols, on tape. 


See the Adding Machine section 


Simple! Anyone can operate a Victor Calcu- Please send new four-color brochure on your 
lator. No special training needed. new 1960 Victor Calculator. 


==VICTOR | 


Firm 
ADDING MACHINE CO. 
Chicago 18, Illinois Address 
Madein Victor Adding Machine Co., (Canada 
America M turers of Business s, Cas a State 
R siness and Industrial Systems, 
Electronic Equipment, Electri-Cars. 
For More Information Circle No. 272 
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Why waste a minute? Find what you said 
in seconds on a Dictabelt record 


Unlike other recording media on which you can 
see nothing, the red Dictabelt records wszbly. 


You see your place, play back any part of it in 
seconds. The Dictabelt is the heart of the Dicta- 
phone Time-Master, the most automatic dictat- 
ing machine made. 


You concentrate on what you say. Find out for 
yourself how much time a Time-Master can 
save you and your secretary. Call a Dictaphone 
office for a free demonstration. 


THE SHORTEST DISTANCE BETWEEN IDEA AND action... MMCtaphone corporation 


Dictaphone Corp., 730 Third Ave., N.Y. 17, N.Y., 204 Eglinton Ave. E., Toronto, Canada; 17-19 Stratford Pi., London W.1, Engtand. 
For More Information Circle No. 311 
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are active in the National Assn. of 
Purchasing Agents and the Purchasing 
Agents Assn. of Georgia. Here are 
some of the timesavers that we have 
been able to put into effect as result of 
this cooperation and assistance: 


We were formerly using a bid form, 
100 to a pad, which required insertion 
of carbon to make from two to 18 or 
more copies. No provision was made 
to retain a proper record of the bidders 
to whom these were mailed. Envelopes 
were addressed from cards and bids 
were returned in the bidder’s own en- 
velope. An analysis of this procedure 
brought about the following change. 
We drafted a nine-part form with a 
master copy carrying the names of all 
bidders to whom the request is mailed 
but only individual names showing on 
each one mailed. We used a window 
envelope, with a return envelope that 
is readily identified. The return en- 
velope’s lower left-hand corner provides 
for insertion of article bid on, opening 
date, time, bid number. Many hours 
have been saved by this form. The 
master copy enables us to retain 
tangible evidence to prove that the 
forms were mailed to bidders. 


The next greatest timesaver put into 
operation was a commodity file. For- 
merly we kept this record in a card 
file, which contained only meager in- 
formation and resulted in the loss of 
countless manhours as we searched for 
information that should have been read- 
ily available. The thought came to us 
that we were already writing a five- 
part purchase order form (continuous), 
so why not add a sixth copy and file it 
under the commodity purchased. 

Another marked improvement in our 
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system was the installation of the pick- 
up or emergency order system. Here 
again we were indebted to our col- 
leagues in both the National Institute 
of Governmental Purchasing and the 
Purchasing Agents Assn. of Georgia. 
When an employee calls at the vendor’s 
place of business for an item, the ven- 
dor must call us for a pick-up number 
while we secure full information on the 
purchase. This form is then held by 
the buyer until the usual purchase re- 
quest form comes from the using de- 
partment. Previously there was often 
no record of these purchases at the 
time they were made, and the first 
notice we had was the vendor’s invoice. 
The present system gives maximum re- 
sults with a minimum of time and 
effort, and has elicited very favorable 
comment from both city department 
heads and vendors. 


We took a good long look at the 
writing of blanket orders on a monthly 
basis. Analysis revealed there was no 
reason why this should not be changed 
to an annual basis. This was done, and 
saved 11 operations in the writing of 
100 or more orders per month, and 
writing at least 1100 fewer purchase 
orders each year. 


Our department writes over $5 mil- 
lion in purchase orders a year. We ad- 
vertise for, receive and open contracts 
totaling another $10 to $15 million. By 
taking a second look at every little pro- 


cedure, we operate our department 
today with a staff of eight, including the 
purchasing agent. However, our em- 
ployees give their best and we are con- 
vinced there is nothing more helpful 
than allowing employees to use their 
initiative. 
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excellent quality 
at sensible prices 


There are many advantages in us- 
ing swinging-door cabinets — and 
many EXTRA advantages in the 
Borroughs line. These handsome, 
quality-built cabinets are 36” wide, 
in heights of 42” and 78”, and 
depths of 18” and 24”. The single 
central handle has a Yale & Towne 
built-in lock — doors have 3-point 
latching and swing completely open 
—shelves are adjustable without 
nuts or bolts. Write for more facts. 


send for 
illustrated 
price list 


BORROUGHS smanuracturinc company 


OF KALAMAZOO 
A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3010 NORTH BURDICK ST. ali) . KALAMAZOO, MICHIGAN 








For More Information Circle No. 307 
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Accountant Takes Over 
Where Automation Ends 


D. NEIL MAGRUDER 


President, National Society of Public Accountants. 


HE PUBLIC ACCOUNTANTS re- 

lationship to the office and business 
of his client has increased in importance 
so rapidly in recent years that thousands 
of businesses and business personnel fail 
to obtain the maximum benefits that a 
particular skill, training, and experience 
makes possible. The majority of all busi- 
. Ness today, no matter how large in size 
or scope, in all probability had its be- 
ginning as a small business: a partner- 
ship or perhaps a single proprietor. 
Much of the success resulting in such 
growth is undoubtedly credited, (or 
certainly should be) either directly or 
indirectly to accounting. 

During the formative years, men 
charged with management of a business, 
whether owner or employee, looked to 
individuals for the data from which to 
make decisions. Such data was sought 
from a clerk, a bookkeeper, accountant 
or independent auditor. This contact 
was personal. Statistics were gathered 
manually and personally discussed. The 
interpretive judgment of the individual 
gathering the data was at hand with the 
delivery of the facts. This was a good 
thing. Questions which arose in the 
minds of management were not left to 
speculation or conclusion jumping, nor 
delayed in their solution by need for 
further reference. They were immedi- 
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ately discussed, evaluated, interpreted 
and ‘resolved in practical efficient solu- 
tions. 

As a business grows, so does its ac- 
counting functions and the number of 
its personnel. With growth of personnel 
comes departmentalizing and specializa- 
tion. What was once a bookkeeper be- 
comes a bookkeeping department with a 
clerk for receivables, a clerk for pay- 
ables, and soon it becomes an account- 
ing department. No longer does one 
man create and possess the data which 
represents the accounting of that busi- 
ness. This brings the need for written 
reports. The internal accountant be- 
comes a collector and coordinator of 
statistics who, in turn, consolidates this 
data into a report to management. 
Periodically, management calls in the 
public accountant to test the accuracy of 
these reports and give them the inde- 
pendence of his opinion as to their ac- 
curacy, fairness or representativeness. 

As success breeds success, machines 
replace the manhours of a bookkeeper. 
Where once an accountant analyzed and 
recorded a transaction, now operators 
push ‘buttons to classify, record and 
turn out “reports.” This is efficiency! 
This is progress! It matters not that the 
operator is untrained in the basic 
theories of bookkeeping, nor is the 
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operator's professional judgment .e- 
quired; only technical proficiency. Busi- 
nesses which fail or find their progress 
and growth intangibly impeded may well 
consider the cause as being related, at 
least in part, to depending too much on 
the reports created from an assimilation 
of machine processed data resulting 
from automation of their accounting. 

Don’t misunderstand, this is not an 
indictment of data processing or office 
automation which have their place in 
progress. This is to warn you that, al- 
though machines can replace what man 
was doing or minimize his time to do it, 
machines cannot replace what man is 
thinking nor interpret what has been 
done. The relationship of accountant- 
to-management, once an effective per- 
sonal team, is being replaced by a re- 
lationship of machine-to-report-to-man- 
agement, which we believe less effective. 


What causes this inefficiency, and 


what danger exists within such an im- 
personal framework? Consider first some 
concepts of what accounting really is. In 
the smallest and simplest of businesses, 
accounting would be pretty much 
limited to check stubs, were it not for 
the federal tax requirement that records 
be maintained. To the owner or manager 
of such a business, his checkbook bal- 
ance indicates the success or failure of 
his business. He knows how much he 
started with, how much he collected 
for sales, and what he paid out. The 
resulting balance must be his profit or 
loss. However, the Internal Revenue 
Service says this is not enough. Tax- 
payers must keep “adequate” records 
which will properly and accurately de- 
termine the correct income. 

To many, accounting is merely a 
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procedure to comply with federal regu- 
lations and produce a record from which 
tax returns can be prepared. As the busi- 
ness grows, and becomes more complex, 
a workable relationship with banks and 
credit sources creates a need for infor- 
mation which will also indicate its cur- 
rent financial position and probable 
credit strength. No longer are records of 
operating results adequate. Accounting 
is enlarged to include a procedure to 
make possible the preparation of finan- 
cial statements, and an expression of 
opinion thereof. 

Expansion creates the need for more 
capital from new sources unencumbered 
with the strain of current repayment 
liability. With the need for investors 
comes the necessity for accurate record- 
ing of activity to encourage, if not ac- 
complish, a profitable result. For the 
managers of such an enterprise, ac- 
counting broadens its scope to include 
vast ramifications of record keeping and 
interpretation for cost control, overhead 
statistics and operating result statistics. 
Included also is the field of systems de- 
sign and internal controls. All these de- 
velopments answer the demands of in- 
vestors or inactive owners. Management 
must make a good showing, and it de- 
pends on accounting to prove and justify 
its claims. Thus the major functions of 
accounting serve the demands of federal 
taxation, credit references and reports 
to investors and owners. 

Notice the dominant theme in each of 
the three functions which record what 
happened, and the result: it is all histori- 
cal. It is all “yesterday.” The tax return 
reports the income of an ended period. 
The statement shows the financial posi- 

(Continued on page 253) 
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BEST FOR: 

AIR MAIL STATIONERY 
COPY SHEETS 
STUFFERS 

Postage-saving lightweight, strength, 
beautiful texture, and a rich cockle finish 
combine with Hi-Fi white to make the 
ideal air mail stationery. 

When used for copy sheets, you have all 
these same advantages PLUS the added 
advantage the cockle finish gives in per- 
mitting more and cleaner copies per typing. 

And for stuffers, no other lightweight 
paper takes printing more beautifully 
than Gilbert Onionskin papers. 


ALSO 5 COLORS 
ee AVAILABLE IN 3 GRADES 


25% new cotton fibre, 
cockle finish 


GILBERT WHITE CLOUD LIFETIME 
ONIONSKIN ONIONSKIN ONIONSKIN 
25% New 75% New 100% New 
Cotton Fibre Cotton Fibre Cotton Fibre 


3 FINISHES 


WRITE FOR 
COMPREHENSIVE GILBERT 
ONIONSKIN SAMPLE BOOK 


GILBERT PAPER COMPANY 


MENASHA + WISCONSIN 


For More Information Circle No. 346 
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that makes figurework output soar 


gw New highs are reached with greater ease when superbly designed equipment 
is at your command. The advanced automatic features of Marchant calculators ease 
figurework production at every step. g The Marchant Deci+ Magic, illustrated, lets you 
set all decimal points for both problem and answer by touching one key just once. Then 
you ‘‘write’’ the problem in the keyboard as you would on paper. Deci+ Magic does 
the rest—with all decimals correct—automatically. @ On the Marchant Transflo, a 
unique transfer key ‘‘forwards”’ intermediate answers in a multi-step problem, saves 
re-entering them in the keyboard. m Operating ease like this boosts figurework output, 


builds savings. This is the reason why ...modern management counts on Marchant. 


aNNip, 


@ 4 MARCHANT 
> “ Fine calculators and adding machines 
19 . 9 of advanced design 


MARCHANT OivisiONn OF fs/c/mp SMITH-CORONA MARCHANT INC. OAKLAND 8, CALIFORNIA 


For More Information Circle No. 291 
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Trials and Tribulations 
Of Conversion to EDP 


JOSEPH P. McELLIGOTT 


Vice President, Assn. of School Business Officials. 
Supervisor of Accounts, 
San Francisco Unified School District. 


HIS ARTICLE proves no points 

reaches no conclusions, suggests no 
innovations. It merely records the per- 
sonal impressions and reactions of an 
accountant, with no EDP background, 
engaged in converting an effective man- 
ual and punched card payroll system to 
EDP. A year from now, it is to be 
hoped that these impressions will be 
read with some amusement. However, 
at this hour, all that EDP means to me 
is being alternately, and sometimes 


simultaneously, elated, deflated and per- 


plexed. Due to the superspeed of the 
human random access mechanism, it is 
possible to experience all three emotions 
within one millisecond of receiving the 
activating data. 

After a long study of the benefits, 
cost and operation of an electronic data 
processing system, our school district 
decided to take the plunge. Those of us 
who were involved in the study thought 
that our work on the project was prac- 
tically completed and the assignment 
would be carried on by capable techni- 
cians. We were aware that we would be 
occasionally called upon to make cer- 
tain decisions, but that these would not 
be time-consuming. While we modestly 
acknowledged that our research and 
recommendations had some influence in 
bringing this great benefit to our school 
district, we were elated to get back to 
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our regular accounting assignments. 

Soon the equipment manufacturer 
sent us superbly trained personnel to 
work with our department heads. After 
setting up comfortable quarters for all 
participants, we bade them Godspeed on 
their mission and, still quite elated, went 
back to our accounting. 

Within a few days came the first in- 
vitation to make some decisions on the 
definition of the problem. These were 
relatively simple, took little time and 
no sweat. Soon the calls grew more 
frequent, the meetings grew more 
lengthy, the problems more difficult to 
define. Little by little, perplexity stole 
upon the scene. How come our smooth 
manual procedure had solved its prob- 
lems without an elaborate defining 
ritual? After most of the meetings came 
dark depression; after others, uncer- 
tainty; after some, glorious accomplish- 
ment! Then came the realization that the 
entire problem (a complicated payroll 
procedure for many different classes of 
employees) could not be defined in time 
to meet the first test. Logically, it was 
decided to condense the definition to the 
major class involved. This was done— 
finally. Again elation reigned. 

The technicians then switched to the 
programing. Here the definition of the 
problem was repeated. At the start, they 
would call for a few decisions which 
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were quickly rendered, but as the time 
went on, calls became more numerous, 
meetings more lengthy, and decisions 
harder to come by. There were dark 
days and bright days, but finally the 
program for the first test was completed. 
Finally the technicians reported they 
had all the data needed to set up the first 
test. 

This should have been a day of great 
elation—but there was perplexity! By 
hard work, some 450 program steps 
were completed, but the manufacturer’s 
technicians advised that 150 program 
steps are the average for the time allot- 
ted for the test. This meant that some of 
the prepared programs might not be 
tested. Sometimes the entire time allot- 
ment is used in debugging the first pro- 
gram to be tested and the day ends in 
perplexed elation. 

Two weeks later the initial test was to 
be conducted at the manufacturer’s 
plant. Seemingly, this should be a pri- 
vate affair between the technicians and 
the machines who are so completely 
devoted to each other. But no, the man- 
ufacturer insisted that the accountant 
sit in on the test and be briefed on what 
is going on. 

All of the people representing the 
manufacturer are outstanding. Each one 
of them is highly intellectual, logical 
and clear in expression, competent in 
manner, helpful and courteous far be- 
yond the call of duty. This applies to 
the sales staff, program technicians and 
service staff, and it applies! equally to 
both men and women. Meeting young 
ladies in this field for the first time 
caused the indicator on the reaction dial 
to jerk quickly over to the “P”. Since 
then, the dial has been gradually moving 
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to the left and it now touches the “E”. 
The opportunity to meet young people 
with outstanding talent certainly adds to 
the satisfaction of anyone connected 
with our American system of education. 

The change that took place in the 
room where the programers worked will 
always be remembered. Before, it was 
a pleasant little conference room; the 
peaceful, friendly scene of many ac- 
counting conferences. Now, step into 
the room and a new world opens be- 
fore you. A tremendous blackboard is 
mounted on casters and swiveled to 
allow it to be used on both sides. The 
walls are entirely covered with long 
strips of wrapping paper held in place 
by Scotch tape. Down the length of the 
paper are fantastic diagrams showing in 
great detail each step of the program. 
Along one wall is a chart showing the 
planned time schedule for each step of 
the installation and how the program 
is keeping to schedule. Several tables are 
pushed together to form a large area— 
for drafting programs on huge sheets of 
paper. There is a hodge-podge of panels, 
cartons of wire, rulers, crayons, pencils, 
erasers, etc., etc. Pencils with little 
whiskbrooms cover the tables, probably 
symbolizing the change that is so much 














a part of this procedure. 

Entering this room is like intruding 
on a private talk between the gods. All 
conversation is in some strange jargon. 
Only when the programers are seeking 
information do they deign to use the 
language of ordinary mortals. When 
they have wormed out the information 
they want, they lose all interest in the 
informant, pounce on his contribution 
and carry it off to their own world. 
Fortunately, they are never so far out 
that they can’t be brought back to ex- 
plain, in understandable language, just 
what is going around in their discs. 

Everything must be organized, pro- 
gramed and scheduled. Chart each step 
of the way and allot time for its develop- 
ment. Concentrate on today’s problem; 
leave tomorrow’s problem for tomor- 
row, even though it is sensed that it may 
cause a change in today’s decision. Even 
worrying must be scheduled! For ex- 


ample, involved in the new system is a 
change to a faster type printer, with a 
re-wiring of numerous panels. At the 
moment, this appears impossible, but 
the schedule indicates that help may be 
on the way and that the time has not 
come to worry—yet! 

During our study, machines in other 
organizations were seen in operation. 
The fast, efficient manner in which they 
produce a complicated output was 
amazing. Fifty miles to the south, the 
manufacturer is building one of these 
marvels for us. Somewhere in his vast 
plant, the units and components (whose 
makeup, functions and names we will 
never know) are being brought together. 
Day by day this giant is growing, as 
our program is being charted and tested. 
Soon the giant will be ready and soon 
we must be ready. Then, as they say at 
builfights, will come the moment of 
truth! 





The RPC-4000 


FULLY transistorized, general pur- 
pose RPC-4000 digital electronic 
computing system for both scientific and 
business data processing was announced 
by Royal Precision Corp. The system is 
being manufactured by General Pre- 
cision Corp. and will be marketed by 
Royal McBee Corp. joint owners of 
Royal Precision. The RPC-4000 will 
rent for $1750 a month or sell for 
$87,500. This includes computer and 
tape typewriter system. No site prepara- 
tion or installation costs are necessary. 
First deliveries are scheduled for July. 
The computing system can handle 
9-digit numbers at up to 240,000 opera- 
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Computer 


tions per minute. Its 42 commands cover 
double precision and floating point oper- 
ations. A special command speeds input 
and output operations. An index register 
allows high-speed instruction modifica- 
tion. It has a repeat execution feature 
and eight-word accumulator for block 
operation (eight sums may be accumu- 
lated simultaneously). 

The magnetic drum memory is en- 
cased in a metal shroud to protect it 
from dust or accidental damage. 
Tapered drum floats on a cushion of air. 
When machine is idle, drum rests safely 
away from the miniaturized heads. Air 
pressure raises the drum to operating 
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The RPC-4000 
electronic comput- 
ing system which 
will be marketed 
by Royal McBee 
Corp., Port Ches- 
ter, N. Y. 


position when power is turned on. The 
memory has a storage capacity of 8008 
words of 32 usuable bits, accommo- 
dating a 9-decimal-digit number. A va- 
riety of programs can be stored perma- 
nently for instant access. Average access 
time to main storage is 8.5 milliseconds. 
Memory may be searched for full or 
partial words at a sustained rate of 
nearly 200,000 words per minute. Three 
thousand memory words can be scan- 
ned in less than one second for full or 
partial equality and/or superiority to 
a key word. Part of memory (136 
words) is available through the high- 
speed line or dual access tracks in from 
one to six milliseconds. 

Switches allow information to be 
locked in the main memory in incre- 
ments of 1024 words so that it cannot be 
altered by program or operator error. 
The memory’s arithmetic and control 
section includes three one-word registers 
and a one-or-eight word register. When 
used in conjunction with the repeat ex- 
ecution feature, the latter register pro- 
vides for block arithmetic and block 
transfers without special commands. 
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Up to 17 input-output devices (60 
with minor modifications) may be con- 
nected on-line. Standard equipment is 
a tape typewriter system with typewriter, 
desk, tape punch-read console and chair, 
all designed as a unit. Basic reader speed 
is 60 characters per second; basic punch 
speed is 30 characters per second. A 
reversible photoelectric punched tape 
reader (500 characters per second) and 
a punch (300 characters per second) are 
optional accessories. 

Peripheral equipment, available in 
1961, includes a magnetic tape drum 
and a line printer. The tape drum will 
have a storage capacity of about 200,- 
000 computer words per replaceable 
tape cartridge. Lower capacity tapes 
with faster access times may be used if 
desired. Peripheral input-output equip- 
ment may be turned on and off auto- 
matically by the computer, but a com- 
prehensive manual control system per- 
mits full operator control. System draws 
less than 10 amps. from a 110-volt line. 
Considerable peripheral and test equip- 
ment can be connected with the basic 
system to a 20 amp. line. For More 
Information Circle No. 198. 





A Data Collecting System 


OLLECTADATA is a_= system 

developed by Friden, Inc., San 
Leandro, Calif., to prevent loss of or- 
ders during production. It accumulates 
up-to-the-minute records of every fac- 
tory job as work progresses from start 
to shipping. Positive control is exer- 
cised over stockroom and _ work-in- 
process inventory. It is applicable to 
almost any system where fast, accurate 
channeling of data to a central location 
is essential. 

The input document (tape, edge card, 
tab card or form card) may be coded 
by combinations of punched holes to 
designate order number, part number 
and quantity, and accompanies a pro- 
duction order through the manufactur- 
ing process. When work is started or 
completed, a card or tape with coded 
information covering the job is inserted 
in a Collectadata transmitter which 
reads it automatically. Collectadata can 
send numeric information with each 
transmission by means of manually con- 
trolled dials adjustable to one of 12 
positions. 

Input goes by cable to a data collect- 
ing center where it is reproduced in 


punched tape on a Collectadata re- 
ceiver. This tape is used on other auto- 
matic equipment such as a computer, 
tape-to-card converter, or Flexowriter 
to prepare documents for scheduling, 
job priorities, anticipated shortages, 
shop load conditions, backlogs and 
many other reporting functions. The 
information obtained also may be used 
for production time recording in cost 
accounting and labor reporting. A Time 
Code Emitter can be connected to read 
out a time indication automatically with 
each transmission. 

A Collectadata system can be started 
on the “building-block” principle and 
any number of transmitters and re- 
ceivers added as needed. One transmit- 
ter and one receiver may be operated 
economically. Transmitters are designed 
to transmit parallel, eight-bit codes to 
the receiver (tape punch). Regardless 
of the model used, either alphabetic or 
numeric information may be read from 
input document. Control circuits per- 
mit a number of sending units to share 
the same cable with a lock-out to pro- 
hibit transmission of more than one 
reader at a time. For More Informa- 
tion Circle No. 225. 


L. to r.: A Friden 
Collectadata trans- 
mitter for edge- 
punched cards, 
punched tape re- 
ceiver, and time 
code emitter. 
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Imprint advertising 
quickly & easily 


You always support your dealers 
better when your literature carries 
their names. But printing dealers’ 
names individually is costly. If 
printed during the original run, 
press stoppages for small quantities 
incur additional charges. If printed 
later on finished booklets, inserts 
or cards, each lot is a separate 
printing job...with a Tickometer, 
you can do the imprinting in your 
own office quickly, easily and 
inexpensively, as the requests or 
orders come in—and speed delivery. 


e The Tickometer imprints a maximum 
area of 2°46 by % inches and gives good 
register on materials up to 15 by 15 
inches, depending on the model; prints 
from rubber mats, type slugs or 
electros, on most weights and finishes 
of paper, card, foil or plastic. 

e It’s easy to set and operate, feeds 
and stacks automatically, can be used 
by anybody. 

@ The Tickometer will also mark, code, 
stamp, endorse, date and cancel labels, 
forms, coupons, checks, cards, tickets 


= Pitney-Bowes 


ITICKOMETER 


Counting & Imprinting Machine 


Made by the originator of the postage 
meter .. . offices in 121 cities 


in U.S. and Canada. 


at from 400 to 1,000 items a minute — 
does hours of manual work in minutes. 
With optional accessories, it will sign 
checks, do consecutive numbering. 

e And as it prints, it counts — so accu- 
rately banks use it to count currency; it 
records part or full counts. One model 
batches into predetermined counts. 

e You can rent or buy the Tickometer. 
Pitney-Bowes service is always nearby, 
from 302 points. Call our office for a 
demonstration. Or send the coupon for 
free illustrated booklet and case studies. 


J 


PITNEY-BoweEs, INc. 


3448-A Walnut St., Stamford, Conn. 


Send free Tickometer bookle. and case 
studies 


Name 


Address sicacaniteiicerieihatit sgliiutigdaas 


—_earner en a= ae a= 
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For More Information Circle No. 269 





The Clary DE-60 direct 
entry computer can be oper- 
ated by an office worker 
after an hour’s instruction. 


A Simple, Low-Cost Computer 


HE DE-60 COMPUTER is what 
Clary Corp., San Gabriel, Calif., 
calls “the simplest and lowest-cost gen- 
eral purpose digital computer.” Hugh 
L. Clary, says, 
personnel can be taught within one hour 
to manually operate the computer. 
Within one day, any high school gradu- 
ate can learn to operate, wire and pro- 
gram the DE-60 for all computations.” 
This compact direct entry electronic 
computer, which is priced at $18,000, 
is said to do the work of up to 20 
desk calculators faster and with greater 
accuracy than 20 calculator operators. 
It will lease for $540 per month. 
Some of its applications are for de- 


“Non-technical office: 


preciation and amortization schedules, 
actuarial calculations, production and 
inventory control, and engineering 
work. The keyboard provides manual 
input through the automatic program 
control to the arithmetical center which 
computes, compares, iterates, branches, 
holds or transfers information. 
Simplicity of programing permits the 
DE-60 to be prepared in minutes to 
handle a wide variety of problems so 
that it can be used for different jobs 
throughout the day. It operates on 
standard 115-volt, 60-cycle current and 
draws only 150 watts. Completely trans- 
sistorized, it requires no special cooling. 
For More Information Circle No. 199. 


Automatic Teaching Machine 


HE AUTOMATIC TUTOR, or 

“teaching machine,” has been de- 
veloped by Western Design Div., U. S. 
Industries, Inc., Santa Barbara, Calif., 
to aid learning by active student partici- 
pation throughout the training process. 
It adjusts itself to the student’s learning 
capacity and speed. 
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The machine locates and presents 
any selected information, up to 10,000 
items, at a touch of its keyboard. It 
questions the student to insure his learn- 
ing the information; corrects him if he 
is wrong and expands on the material, 
or congratulates him if he is right; and 
then moves him along to the next area 
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STRIKING 


Fasten it better and faster with 


BOSTITCH 


STAPLERS AND ie a oe a 


302 Briggs Drive, East Greenwich, R. |. 


Bostitch B12 
Standard Desk Stapler 


If you choose desk accessories with an eye to 
looks as well as to function, the Bostitch B12 
Standard Stapler should merit your interest. 

You can see this is no ordinary stapler. The 
designer’s touch is evident in its clean, executive 
appearance. Performance sets it apart, too. You 
can set it to pin temporarily—or fasten perma- 
nently. 

See the executive Bostitch B12 Standard Stapler, 
in handsome gray or black and gleaming chrome 


AT YOUR STATIONER'’S 


For More Information Circle No. 312 
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The Tutor teaching machine. 


of material to be learned. 
Thus the machine develops the stu- 
dent’s understanding of any subject 


matter step-by-step, at his own pace, 
making sure at each step that he has 
grasped the point presented. It records 
and times his progress along the way. 

A film bank in the machine accom- 
modates up to 10,000 35mm frames 
with automatic sequence and projection 
apparatus, selector buttons, viewing 
screen and tape printing mechanism to 
record the student’s progress. There is 
a search control mechanism partly elec- 
tromechanical, with solid state elec- 
tronic elements. Doubleday & Co. will 
publish a series of books on a variety 
of subjects for use with this system of 
teaching. For illustrated literature on 
the Tutor machine, Circle No. 197. 


Printed Paper Tape System 


EADATRON printed paper tape 

has been designed by National 
Data Processing Corp., Dallas, Texas, 
to operate recorders attached to add- 
ing machines, cash registers, type- 
writers, punched tag readers; and credit 
sales, production data, utility meter and 
traffic recorders. The tape is 5/16” 
wide with information imprinted in 
six-channel code at ten characters per 
inch. According to NDP, the use of 
printed tape allows the recording de- 
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vice to be much simpler, therefore less 
expensive, than similar devices using 
punched tape. Readatron Paper Tape 
Converters will convert data from 
printed tape to punched cards or mag- 
netic tape. Using an IBM gang sum- 
mary punch, 100 cards a minute can 
be processed. 

Chance Vought Aircraft recently ac- 
quired a majority interest in National 
Data Processing Corp. and Vought’s 
president, F. O. Detweiler, said the in- 
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How characters appear on Readatron’s printed paper tape (actual size). 
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Plain talk about’machine dictation: 





“OKAY, o dictating machine sounds 
like a great idea... but which one?” 


With so many makes and types of 


equipment on the market, it’s not hard 
to get confused. A smart move is to 
look over Edison Voicewriter’s com- 
plete line of quality machines—there’s 
one that’s ideal for each particular 
dictation requirement in your organ- 


ization. Best of all—you deal with a 
single nation-wide service staff . . . one 
with over 70 years’ experience in busi- 
ness dictation! Write today for details 
on Voicewriter equipment to match 
your dictation needs. Edison Voice- 
writer, Dept., TO-2, West Orange, N.J. 


For your executives and “volume” 
correspondents . . . Voicewriter! 
The Voicewriter offers every 
convenience for busy executive 
or correspondent. Lets them 
“talk away”’ work just by tak- 
ing the mike. 


For your “occasional’’ 
correspondents . . . Televoice! 
For companies where many in- 
dividuals require dictating facil- 
ities. Connects each toa central 
transcribing point through a 
handy dictating phone. 


For your man on the go... 
Midgetape! 
Use the palm-size Midgetape 
recorder to record conversa- 
tions... for verbal note taking 
... aS a Sales training tool! Bat- 
tery operated. Only 3 Ibs. 


Edison Voicewriter McG RAWE 


a product of Thomas A. Edison Industries. 
McGraw-Edison Company, West Orange, N.J. EDISON ) 
In Canada: 32 Front Street W., Toronto, Ontario 
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TECH 
PANEL 
COMPANY 
INC. 


Control panels and wires for EAM and 


data processing equipment wil! be 
available April 1960. 


Lightweight — Strong — Dependable 
Made to IBM Specifications 


P. O. Box 3461 Greensboro, N. C. 
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VISUAL 


MAGNETIC 
CONTROL 


SALES | 
+s 
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VISUAL PRESENTATIONS) : 
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MAGNETS MOVE 


FASTEST—& EASIEST—OF ALL! 
Simplest Control for PRICES & 
Sales e Production — 
| Charts e Personnel 
| Maintenance e Scheduliny 


‘538° Machine Loading 
Visual gamed 
| oe | COLORFUL MAGNETS 
| MAGNETIC | ones oe. vee 
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ELEMENT INSTA 
GET THE 08 DONE REQUEST 


Methods Research Corp. 


105 Willow Avenue, Staten Island 5, N. 


Priced From 
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Readatron paper tape converter. 


vestment will provide NDP with capital- 
ization for continued growth. He em- 
phasized that NDP will maintain its 
autonomy. For more information about 
Readatron systems, Circle No. 200. 


te a 





“Dress any way you want to, but stop 
writing ‘like wow’ in your reports.” 
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NUW_ PROFESSIONAL QUALITY 
PLASTIC BINDING! 


with these HAND-OPERATED 


PLASTICO 


PUNCHING & BINDING UNITS 





Model 24 
Punching Unit Model 24 
Precision-punches pages fast and easy Binding Unit 


with powerful SHEARING ACTION! Just insert cover and pages 


- pull lever . . it’s PLASTICO-BOUND! 


so SY, SO SMART, SO QUICK! , 
wo simple operations complete a PLASTICO BINDING in 
minutes! Precision machines guarantee professional results. 
And these easy-to-operate machines cost so little they soon 
pay for themselves—save you money from then on in. Cata- 
logs, brochures, manuals, financial reports, price lists and many 
other items are all easily bound for a long life of service. 

A FEW PROFITABLE TERRITORIES OPEN 
for live-wire distributors. 

Punching and Binding Machine sales create continuous repeat-profits on plastic binding 
elements. Write on your business letterhead for full details. 
P.S. We also manufacture power equipment. 


For More Information Circle No. 341 


Originators of Plastic Binding in America 
732 Sherman St., Chicago 5, Ill. @ 15 West 24th St., New York 10, N. Y. 


PLASTIC BINDING CORPORATION 
Dept. O 732 Sherman St., Chicago, 5 Illinois 


Please rush FREE BOOKLET giving me full information about 
the new PLASTICO Hand-Operated Punching and Binding 


Units for office use. 


Title 











f 
BOOKLET 


Zone —_ State 








NEVER BEFORE SO SAFE, SO 
SURE A WAY TO KEEP 
CONFIDENTIAL PAPERS — 


Keep your confidential papers 

and records from the prying eyes 

of unauthorized persons by 

quick, easy destruction right in 

your own office with the 

SHREDMASTER Bantam 10. Any- 

one can operate. Just drop papers 

in and unreadable shreds come 

out. Exclusive gravity feed pro- 

vides quicker shredding. Gives 

greater capacity by shredding 

multiple thicknesses of paper. 

Handsome, modern design and 

YOUR PAPERS VF clean, noise free operation suit- 

GO IN HERE. Wy = able to any office. Yours at a new 
AR low price. 


FREE: Illustrated descriptive 
folder giving details. Just write 
today to Dept. B2. 


UNREA 
SHREDS Aeee 
OU 


SHREDMASTER 


CORPORATION 
384 Woodcleft Ave. 
Freeport, N. Y. 
Manufacturers of the Clipper 14, only heavier duty shredding machine suitable for office use, 
Sales and Service in principal cities in U.S. and Canada. 
For More Information Circle No. 264 
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AMA’s Annual Data 
Processing Conference 


HE 6th ANNUAL data processing 

conference of American Manage- 
ment Assn. will be held at the Statler 
Hilton Hotel, New York, February 29- 
March 2. Informed speakers will pre- 
sent timely, authoritative treatments of 
such topics as: data processing as an 
aid to decision making; converting raw 
data into machine input; handling and 
storing information; controlling plant 
operations with data processing tech- 
niques; selecting and changing systems 
to meet new requirements. 

Leading companies will show how 
they developed and improved their in- 
formation handling services. Trouble 
spots will be pointed out and registrants 
will be told how to avoid them. How 
to integrate equipment into a total com- 
pany system, and how to operate the 
system for best results at lowest cost, 
will be detailed. 

The following firms will show auto- 
matic data processing products at an 
exhibit to be held in conjunction with 
the conference: 


Addressograph-Multigraph Corp 
American Telephone & Telegraph Co 


Bendix Aviation Corp. 
Burroughs Corp. 


Datamatic Corp. 
Diebold, Inc. 
Digitronics, Inc. 


international Business Machines Corp. 
Monroe Calculating Machine Co. 


National Cash Register Co. 
New York Telephone Co. 


Remington Rand Div., Sperry Rand Corp. 
Royal McBee Corp. 


Stromberg Time Corp. 
Tab Products Co. 


Full information on the conference 
can be had from American Manage- 
ment Assn., 1515 Broadway, New York 
36. 
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OF PUNCHED TAPE 
ACCESSORIES 


@ saves hours of filing po 
and handling time. | 

@ pays for itself time } 
and time again. 


#1157 
MANUAL TAPE FOLDER 
folds up to 100’ tapes 
rapidly for filing. Fold- 
ing arm arced to fold 
tapes safely, remove 
easily. 


ROTARY 
MASTER 


TAPE FILE 

Holds up to 
8,000 tapes on 
your desk, at 
our finger-tips. 
Ulebtestast, 
portable. Floor 
model holds up 
to 20,000 tapes. 
Ball-bearing 
turn-tables. 


DATA PROCESSING FOLDERS 
Save valuable time in processing and 
storing tapes, punched cards, and writ- 
ten documents. Slash front folders 
with tape or card pockets. Standard or 
legal size. Manila or green. 


~ 


j 


TAPE-FILE ENVELOPES 


Gummed Oilproof . . Polyethy- 
lene . and Punched Card Envelopes 
for every need. Right and left hand 
styles, with or without gum _ for 
attaching to parent document. Also 
custom- esigned. SAMPLE PACKET 
ss 2 Folders and File 
Envelopes $1 





BOX 2035 
PROVIDENCE 5, R.i 
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Systems Functions vs. 
EDP: A Play in One Act 


ETHAN I. DAVIS, President, 

Toronto Chapter, Systems & Procedures Assn. 
Manager, Planning Div., Prudential Insurance Co. 
of America, Toronto, Canada. 


HE INTERNATIONAL HOOPLA 

CORP. purchased and installed a 
medium size computer some 24 months 
ago. This was after a full-scale feasi- 
bility study of over one year’s duration 
and another two years of systems de- 
sign and programing. The corporation 
held several orientation meetings for 
its employees, and retrained those who 


were displaced. The installation should 
have been a resounding success. 

The following dramatic presentation 
is based on material prepared for a 
panel discussion before the Toronto 
chapter of Systems & Procedures Assn. 
I am indebted to H. S. Gellman, F. W. 
Duff, W. F. Duthie and N. A. Mc- 
Kellar for helping to prepare it. 


Cast of Characters 


Harvey Jackson .... 
Bill Thomas 

Art Roberts . 

Jim Jones 

Bob Smith 


(The scene is the President's office. 


; any President 


.Vice President—Administration 


Controller 


Manager of Electronic Data Processing 


..Manager of Systems 


The time [which is slipping fast] is today. 


Jackson, not looking too happy, is looking at some reports as Thomas enters the 
office.) 

Jackson: Pull up a chair, Bill, I want to talk to you about our computer 
program. What’s the matter with it? When I sold the directors on this program 
two years ago, it was understood that by the end of last year we’d have cut our 
costs 10%, and have weekly information on production and sales. That’s over 
a year ago and, if this statement’s true, our costs are up 20%. Yet our sales vice 
president tells me he’s had the most successful campaign in ten years. Now beefs 
are coming in from all over saying we can’t make delivery. He says the last 
statement he got showed a stock of 80,000. His boys sold the 80,000 and now 
they’re told we're 160,000 short! I could be wrong, but I’m beginning to get 
the idea we should never have gone in for this EDP stuff in the first place. And 
I’m not interested in excuses. What I want to know is what you propose to do 
about it? 

Thomas: O.K., Harvey, you asked for it. There is something the matter with 
this organization, but remember it’s our organization, not mine! I’ve got my own 
ideas on how to reorganize it, but I'd like to wait until you hear what Roberts, 
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A demonstration will show you the new features that make it 
easy for anyone to run the HEYER Mark Ill Conqueror 


After a few minutes instruction, anyone can 

duplicate clear, sharp copies in 1 to 5 colors 

of anything typed, written or drawn on a 

spirit master. Now, duplicating is as easy as 

dialing the telephone and just as fast! 

At no increase in price you get such wanted 

features as a new feed table that eliminates 

those tricky side rubber adjustments; highly 

visible re-set counter that saves time and 

paper; adjustable feed wheels for wrinkle-free, 

non-skip feeding; and feed tension control 

for dialing correct tension on all types 

of papers—from thin papers to post cards— 

even newsprint. An example of 

effortless operation is the automatic start- 

stop on electric models. The motor clicks 

off automatically when the last sheet 

is printed. And your Heyer Conqueror 

never becomes obsolete. Parts are available 

for Heyer Duplicators made many years 

ago and new advances are designed 

for adaptation on present Conquerors. C 
onqueror prices begin at just 

ob ~~ $214.50°*. The Electric Mark Ill 

Always Makes P $300 Noe: shown above, is 


a Good Impression"’ **Plus Federal Excise Tax. 


1821-F S. Kostner Ave. | 
Send for your FREE HEYER INC. ~~ cticago 23, Ill as 


O Please send my Personalized Desk Pad and Literature on | 

Conqueror Duplicators. | 

-Today ! O | would like to have a one week FREE trial of a Conqueror | 
Spirit Duplicator. 


ag Personalized 
SS Memo Pad 


Pel -tulelal-sie-hilelam es Mairi Come tale) ] 
what the Conqueror can do for 
VreLULME) (emotes) amare Melelifer-tilelae 


For More Information Circle No. 393 
THe Orrice—February, 1960 








Jones and Smith have to say. It so happens they’re outside right now. 

Jackson: Fine, Bill, I'll bring them in one at a time. You can find something 
to do for the next couple of hours. After lunch we'll all get together and iron 
this thing out. Ask Art to come in first. 

(Roberts, the controller, enters.) 

Jackson: Art, Bill and I’ve been discussing the cost of our EDP installation 
and its organization. I'd like to know how you feel -about it. 

Roberts: Well, Harvey, we do have a problem there, as well as a controversy 
in the relationship between the systems and the EDP departments. When we 
first discussed EDP as a solution to some of our processing problems, we put the 
responsibility for its operation under my office. This seemed logical at the time, 
because the things that EDP was expected to do were actually accounting func- 
tions that were then being done manually or on electric machines. For instance, 
as in most other organizations, one of the first operations we put on EDP 
was the payroll for all our plants. Now we have a centralized payroll. This 
was the easiest function to adapt. The old system was transferred to EDP with 
very little change in the overall processing. The systems people explained the 
payroll system and its purposes to the EDP center and it proved quite successful. 
Since then, we’ve moved into production and stock control where we found that 
our existing systems would not go—as is—on the new hardware. The systems 
department knocked their brains out trying to come up with the right method. 
This raised the question as to where their influence ends and where EDP’s begins. 
I continually have to interpret this along with my other work which, heaven 
knows, was heavy enough before EDP! 

Jackson: That’s very interesting, Art. What do you suggest? 

Roberts: Harvey, as I understand it, I’m not purely an operational kind of 
executive. I also have responsibility for policing the various operations, and 
relating them to the organization as a whole from a financial and accounting 
standpoint. Where I come into the picture, I think, is not to advise whether this 
or that is the way to do it under EDP, but whether or not the proposed method 
will be more economical, dollarwise, than the methods previously used. If it 
should cost more to produce the records while obtaining some additional informa- 
tion that is timely or essential for management purposes, I’m not sure it’s my 
responsibility to say whether or not it’s desirable and economical for EDP to 
handle it. In the systems field, my responsibility is only to approve whether or 
not keeping or changing a system is economically sound. In other words, it’s 
not my responsibility to say how each detail should be handled, but whether the 
results warrant the costs to install a certain system, assuming, of course, it’s 
satisfactory from an accounting standpoint. I feel, now, that EDP goes beyond 
the province of a controller since introducing some new department, or manu- 
facturing process, or record keeping area to the EDP approach must affect 
company policies. For instance, when we set up our production schedules on 
EDP, we found we had to specify certain requirements to our suppliers. Where 
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THERE IS 

only LE WAY 
TO HANDLE " 
TRAVEL REIMBURSEMENT... 


Since 1894 The Traveletter System has provided leading companies of 
America with a unique plan for reimbursing travelers . . . with inherent 
controls and savings found in no other system. 





When considering any method of reimbursing travelers you 
should consider these four points: 


Does the plan have controls to protect your company against 
unwarranted withdrawal of company funds? 


traveletter does ! 


Does the plan have nation wide acceptance by hotels and 
motor courts? 


traveletter does ! 


Does the plan offer a national stop-payment feature? 


traveletter does ! 


Does the plan establish a specific weekly limit the traveler 
cannot exceed? 


troveletter does ! 


Does the plan have a letter of authorization to control with- 
drawals for reimbursement—and which must be presented 
when withdrawals are made? 


traveletter does ! 


If the systems under consideration, or the one now in use, do not meet 
any one of the above qualifications, you should investigate The 
Traveletter System immediately. 


Traveletter 


Descriptive Brochure on Request .-» Modern System for Handling and 
“Traveletter’ Reg. U.S. Pat. Of. Controlling Travel Expenses Since 1894 


TRAVELETTER CORPORATION ¢ GREENWICH 3, CONNECTICUT 
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jeribe CLEAREST RECORDING, MOST DEPENDABLE 

comune FOR REMOTE OR NETWORK COMMUNICATION 
SCRIBE S1-70 remote is a rugged commercial size dictat- 
ing machine. Scribe records your voice with unmatched 
clarity on high fidelity Mylar magnetic tape—pre-loaded 
in 30 minute tape magazines. All operations are con- 
trolled by finger tip touch with the exclusive “Miracle 
Mike” desk station. Work load permitting, one Scribe 
serves as both recorder and transcriber. Scribe remote 
dictation systems are versatile—ideal for switchboards, 
intercom systems or any recording need from one to 
fifty dictators. 
Other models for individual use. 
Thousands of dependable Scribe machines are in use in 

MODEL S1-70 Government, business and industry 





fe alurin rg REPRESENTATIVE REMOTE INSTALLATIONS 


Seribi 


EXCLUSIVE 
MIRACLE 
MIKE 





Desk set button punches time indicator card on 
machine at secretary's desk to indicate length 
and end of each letter and automatically indicates 
end of dictation when microphone is replaced. 


Lights signal when machine is in use. 
“Miracle Mike” gives you finger tip control of all 
functions of the machine. 


DEALERS — WRITE FOR PROTECTED TERRITORY INFORMATION ibe on tive “Miracle Mike” desk sets with Single $}-70 Scribe 
ees; remote recorder and $1-60 iber. Allows dictation and tran-_ 
LET US PROVE IT! SEND COUPON TODAY scribing at same time. 








: 


SCRIBE DISTRIBUTORS CO. DEPT. O-2 


6949 W. North Ave., Oak Park (Chicago), lil. 
Rush me cost-saving facts on Scribe. 
Name 


Cc 
é | Six executive “Miracle Mike” desk sets connected te 2 Scribe 
Address note recorder-tronscribers. Wher either machine is in use 
= ee a One, 
Number of Dictators Check — Dealer [7] User [] 2 gam a pana machine. Separate trenseriber 


@eeeeeeaeeaee ee eoeeeeeeeeeeeeeee8 ~ 


A PRODUCT OF SCRIBE INTERNATIONALE, A DIVISION OF GENERAL SINTERING CORPORATION—Franklin Park, Minois. 
For More Information Circle No. 265 
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we have feeder plants, it’s critical that our relationships with suppliers be good. 
We also have to avoid adding to their costs when asking them to meet our 
specifications in such things as delivery schedules. Then this becomes something 
of a board decision. And I could mention other examples. 

Jackson: Go on, Art, this is most revealing. 

Roberts: Well, it’s gotten to the point that along with the normal functions of 
a controller’s department, I’ve had to set up a new group of people to coordinate 
the work of the systems group and the EDP department, so the company can get 
the most out of its investment. I feel that, since EDP has developed into a 
companywide approach to our recording and production problems, it must, of 
necessity, be set up as a separate group. Now, where this should be placed is 
another matter. I’m quite sure Bob Smith will feel quite strongly that it’s an area 
he should direct. Jim Jones is also going to have strong views. He’s in charge 
of expensive hardware and has a talented programing staff. Naturally, he’s going 
to be concerned about where his influence starts. In an EDP center, time factors 
are critical. Bob’s group may develop a very comprehensive approach that looks 
good on paper, but when Jim’s people try to apply EDP principles to the system, 
it’s quite possible that the time factors will be out of line for the results we're 
going to get. What we need is a coordinator for this whole field. And until it’s 
properly organized, I won’t be able to decide the best means of determining the 
optimum use of all the information developed to improve our management 
policies. 

Jackson: Thanks, Art. Would you ask Jim Jones to come in, please? 

(Enter Jimes Jones, manager of the electronic data processing department.) 

Jackson: Good morning, Jim. I'll get right to the point. I’m not wholly 
satisfied with the results of our EDP venture. I'd like to know how you feel 
about it. 

Jones: Well, Mr. Jackson, I can’t deny we haven't realized the benefits 
originally forecast by the systems department two years ago. But I think I can 
suggest some of the reasons for this. First, though, I'd like to run over my 
responsibilities as I understand them. I am responsible to the controller, and 
for the following. The EDP system’s design, maintenance and trouble shooting. 
Preparing and verifying EAM and EDP mechanical input after briefing operations 
are completed in areas maintaining basic files. Processing and dispersal of all 
EDP output including all usual tabulating functions. Maintenance of the EAM 
systems including operator instructions and changes, board wiring and diagraming, 
control of content and ordering cards and continuous forms. Selecting EDP 
and EAM equipment with full responsibility for related leasing and purchase 
expenses. All these things are closely related, forming a logical and efficient 
whole which, to my mind, is the best way of getting an efficient, economical and 
forward-looking operation. In fact, I think the scope of my first responsibility 
should be broadened to include all feasibility studies that might result in an 
EDP application. 
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Jackson: It’s been suggested that this very responsibility should be transferred 
to the systems department. How would you feel about such a move? 

Jones: Well, it should be obvious that I’d be against it. This is an extremely 
specialized area that needs constant supervision by personnel who know the 
pecularities of both EDP and EAM. Much of their training can be gotten only 
through working experience. In any event, the basic EDP operations and 
scheduling are so closely related to our EAM functions that more harm than good 
would result from this transfer of responsibility. It would unquestionably cause 
a lot of coordinative, scheduling and reporting problems which would be difficult 
to solve. 

Jackson: Jim, you’ve put your case well. How would you feel about reporting 
to Bill Thomas, instead of Art Roberts? 

Jones: Well, Mr. Jackson, I do see an advantage in having both Bob and I 
reporting to the same individual. Since both his group and mine are involved 
with many considerations that are not of a strictly accounting nature, I see that 
a case could be made for having us both report to the administrative vice 
president instead of the controller. Mr. Roberts obviously would still have final 
authority in matters of accounting principles and procedures. Nevertheless, I 
still feel that my group and the systems department should be separate. There’s 
always the risk that our EDP specialists would be used in general planning work, 
to the detriment of their main responsibility. I’m not suggesting that this would 
be done purposely, but pressures of time and available manpower could easily 
cause it to happen. It might be justified for the company’s short-term interests 
and the long-term interests of broadening the individual. But I'm not convinced 
that long-term interests of either company or individuals would be best served 
by this compromise action. 

Jackson: Thanks, Jim. Would you be good enough to ask Bob to step in now? 

(Enter Bob Smith, manager of the systems department.) 

Jackson: Hello, Bob. I suppose you already know that I have discussed the 
EDP installation with Bill Thomas, Art Roberts and Jim Jones. Now I want to 
get your opinion on where we stand. 

Smith: I certainly appreciate the opportunity to give my views. I've jotted 
down a few ideas I think are worth considering. As systems manager, I control 
such functions as forms control, work simplification, work measurement, work 
sampling, office layout, equipment standards and selection, organization analysis, 
accounting and operating procedures. We operate in a staff capacity in these 
various fields. The results, to date, in my opinion, have been gratifying. Why, 
just the other day one of my men came up with the idea of eliminating a stapling 
operation in our services section. Maybe you wonder why I mention this—it may 
seem a bit ridiculous—but we feel it will reduce the staff by one person. However, 
to get to the point. Since starting on EDP, we’ve had some tremendous com- 
munication problems. While its difficult to pinpoint the problem area, I believe 
one of the chief causes is that the EDP department and my own department do 
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Choice of 


the carriage trade” 





high qulity WEBSTER 
CARBON PAPERS 


Exclusive, Uncoated Numbered Edge makes carbon handling 
easier and cleaner. It insures you neatly typed, even carbons 
every time. 


Stays Flat even in extreme temperatures. Each sheet is spe- 
cially treated to insure smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. You'll get crisp, 
clean results whatever your typing requirements. 


And Webster offers you a variety of other high quality dupli- 
cating supplies: typewriter ribbons in cotton, nylon and silk for 
all typewriter makes; office machine ribbons for most types of 
adding, accounting, tabulating and addressing machines; 
carbon paper rotls, spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument oil, and dupli- 
cating fluid. 


At better office equipment dealers everywhere — make it 
clear you want 


Webster 


MultikKopy Durametric Carbon Papers 
Always send a “Time Saver’’ courtesy carbon copy 


F.S. WEBSTER Company, 8 Amherst Street, Cambridge 42, Mass. 
For More Information Circle No. 343 





not appreciate or understand each other’s difficulties. We don’t seem to be 
working toward a common objective as well as we should. This is mainly be- 
cause of the original decision on EDP. For example, I find it difficult to com- 
municate a new systems concept to Jim Jones’s people until I believe it is adapt- 
able to EDP. There is a lack of coordination between our two departments. 
They’re not trained to take a broad outlook at company operations, and don’t 
know enough about the company to develop applications which might be take. 
over by EDP. They’re very jealous, too, of their technical knowledge. 

Jackson: Those are all good points, Bob. Have you any suggestions to make? 

Smith: Yes, I do. I suggest that we change our organization to include an 
electronics research section in our systems department to keep abreast of changes 
in the EDP field, and assist our EDP center in its operations. It would also be 
responsible for programing and maintaining future functions that might be trans- 
ferred to EDP. Jim’s department would continue to control the operation ot 
these systems. We would act in a cooperative capacity during the design and 
installation of the system. The electronics research section would be in a better 
position to sell EDP to our employees because they wouldn’t be bothered by 
operating deadlines. My boys are better equipped to train people effectively. 
This would not only improve cooperation between our two departments but, 
what’s more important, it would provide the best guarantee that the company 
would recover and profit from its EDP investment. 

Jackson: Thanks, Bob. You certainly have raised some interesting questions. 
I'll be talking further to Bill Thomas, and will let you and Jim know what is 
decided. 

(The scene is still Mr. Jackson's office, but it is now late afternoon. The vice 
president-administration, Bill Thomas, is being asked to continue the discussion 
of earlier in the day.) 

Jackson: Well, Bill, I've had quite a morning, but it was most instructive. 
I suppose you’ve already discussed, or at least considered, this problem. We 
seem to have made some mistakes, but there’s no reason why we should continue 
them. What do you think? 

Thomas: Harvey, I couldn’t agree more. I guess our biggest mistake was to 
think of our EDP in terms of an accounting operation, which is why we put it 
under the controller. It seems obvious now that the big payoff is going to be in 
production, sales, market research and long-range forecasting. I don’t think 
these areas have been getting the attention they deserve. We all took the 
assumption that our computer was nothing more than an accounting machine. 
This caused the confusion about responsibilities in the systems and EDP depart- 
ments, and with the controller. 

Jackson: Yes, we were wrong. Art has already said that he is agreeable to 
having the EDP department report to someone else. I'll get the necessary approval 
from the board to have Jim report to you. Meanwhile, why don’t you let Art 
and Jim and Bob know that Jim will be reporting to you. Of course, this is 
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It’s wonderful! 


~ NEW “SCOTCH” BRAND 


lypewriter 
Cleaner 


Types the dirt away! 














YOUR HANDS STAY CLEAN! “ScotcH” 
BRAND’S new cleaner comes in a clean, 
dry sheet. Just roll it into your type- 
writer like paper. There’s no messy sol- 
vent, no brush, no putty—and no stains 
on fingers, no spatters on clothes. 


KEYS CLEAN UP QUICKLY. Chem- 
ically-treated fibers on the sheet pick up 
dirt, lint and ink like magic. Strike each 
key firmly four or five times. The whole 
job’s done in less than three minutes. 
Cleans type on other office machines, too! 


LETTERS SPARKLE! Your next typing 
job will look crisper, cleaner—even the 


boss will notice the difference. Sheets 
have handy perforations; tear off the 
used portion and save the rest. Ask 
your office supplier now for “SCOTCH”’ 
BRAND Typewriter Cleaner—three full 
8%" x 11” sheets just 98¢. 


“SCOTCH'' IS A REGISTERED TRADEMARK OF THE 3M CO, 


iienesora ]/finine ano \ffanuracturing company (3M) 


«++» WHERE RESEARCH IS THE KEY TO TOMORROW oe 
For More Information Circle No. 340 eal 





FOR BETTER COLOR REPRODUCTION 
WITH DUPLICATING MACHINES 


MERCURY PRODUCTS 
a 


MERCURY-LITH ROLLERS AND BLANKETS 
for Multilith printing machines 
MERCURY-GRAPH ROLLERS 
for Multi h duplicating hi 


— 


To get multicolor results that will make you proud 
as a peacock, use Mercury rollers and blankets. They 
are built to the same high standards as the rollers 
and blankets made for the world’s largest multicolor 
presses. No other accessories provide such truly pro- 
fessional quality results. 


RAPID ROLLER COMPANY 


MAIN OFFICE AND FACTORY: FEDERAL AT 26TH STREET «* CHICAGO 16, ILLINOIS 
EASTERN SALES OFFICE AND WAREHOUSE: 218-224 ELIZABETH AVENUE « NEWARK 8, N. J. 


For More Information Circle No. 404 
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only the first step. No doubt you'll soon be suggesting some changes in the 


organization of both the systems and EDP departments. 


But I don’t want to 


upset the applecart by moving too fast. Suppose you get the feel of things for 
three or four months, then let’s get together again. 
(Curtain.) 





Can We Automate Data 
For Credit Decisions? 


WILLIAM L. HOLMES 


President, National Assn. of Credit Management. 
Assistant Treasurer, Schlumberger Well Surveying 
Corp., Houston, Texas. 


HE CREDIT MANAGER will have 

to live, operate, and make decisions 
in a world of automated data. Every 
time a new industry survey is made, 
more companies are found to have in- 
stalled automatic data processing equip- 
ment—or to be considering it. Anyone 
who orders such equipment today knows 
he will probably have to wait for de- 
livery. As more smaller computers come 
on the market, usage will surely spread 
to smaller companies. Electronic hard- 
ware will be less and less an indication 
of size. 

The accelerating growth of our econ- 
omy makes automation more attractive 
and, in some cases, necessary to many 
companies as they grow with the na- 
tional economy or faster. Economists 
have predicted that the gross national 
product this year will climb to an all- 
time high of $515 billion—more than 
7% above 1959's third-quarter rate, and 
nearly double the level of a decade ago. 

Along with other business executives, 
the credit manager must face and solve 
the problems that invariably accompany 
growth and change. Some have already 
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learned what the credit department gains 
—and loses—when it automates. As 
time goes on, many more will learn the 
difference between the glamor of the 
sales promise and the actualities of re- 
cording credit data electronically. While 
such an equation oversimplifies the prob- 
lem, it appears that as data processing 
makes credit bookkeeping faster and 
easier, it also tends to make evaluating 
the credit risk slower and more com- 
plicated. 

In punched card accounting, an essen- 
tially ledgerless process, what credit men 
call the “history” is lost, or dispersed. 
Traditionally considered the most valu- 
able tool the credit manager can have, 
the ledger card is a permanent record— 
complete, concise, clear and convenient. 
It is four tools in one: (1) it shows 
high credit; (2) current status (how 
much is owing, how much past due); 
(3) manner of payment; (4) sales vol- 
ume. It also may contain penciled notes 
that tell a significant story. Of course, 
punched card accounting can and does 
provide all the information normally 
found on the ledger card, but on sepa- 
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rate reports. This means the credit man 
must go to several sources for the in- 
formation he previously had on one 
simple ledger card. 

If he wants to automate extensively, 
he must, therefore, invent new pro- 
cedures to make these various sources 
work for him as effectively as the ledger 
card. The information previously avail- 
able on the ledger card can be obtained. 
But with the systems in general use, the 


cost of key punching and machine time 


to obtain this information is almost 
prohibitive. It can be obtained at much 
less cost by clerical help. Credit depart- 
ments of many companies that use 
punched card accounting maintain cus- 
tomer history cards so that this infor- 
mation will be available for credit de- 
cisions. To put such disadvantages in 
perspective, however, keep in mind the 
advantages that punched card account- 
ing gives the credit manager. At least 
seven are generally recognized by credit 
management: 

e Monthly statements are more com- 
plete and automatic. 

e Aged trial balances are available a 
regular intervals, replacing the tedious 
manual aging of ledger card balances. 
e@ Clerical time is saved by machine 
handling of routine operations. 
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e Postings are more up-to-date, and 
there is improved control of credits and 
collections during peak periods. 

e Duplication of effort and clerical er- 
rors are substantially reduced. 

e Customers are more easily classified, 
and more statistical analysis of accounts 
receivable is possible. 

e The company’s cash position can be 
better predicted by an automatic ap- 
praisal of the accounts receivable. 

These are important advantages, and 
perhaps of more value to large com- 
panies with more customers and a 
greater volume of transactions. To com- 
plete the package, the credit manager 
can have ledger cards made up similar to 
those he had before automation. Gen- 
erally companies that use punched card 
accounting have not done this because 
of the added costs. 

Manufacturers can make data proc- 
essing equipment that will do the job 
the credit manager needs but, at present, 
this usually results in such increased cost 
that equipment makers’ selling ' argu- 
ments of greater speed and lower costs 
may be undermined. Top executives of 
NACM are presently in conference with 
computer manufacturing executives to 
explore mutually satisfactory solutions 
to this problem. There is a growing ap- 
preciation among electronic data proc- 
essing marketing officials that EDP must 
incorporate advantages whereby tradi- 
tional information such as the credit 
history can be presented in useful form 
without excessive cost. The need for a 
convenient credit history is not only: 
internal; it is basic to the comprehensive 
interchange of credit information. 

The credit interchange service of the 


(Continued on page 255) 
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Save trips to the pencil sharpener! Use new “F” (Firm) degree MONGOLS by EBERHARD 
FABER. Here’s the one degree lead that’s not too soft, not too hard—yet writes a rich 
black line and stays sharper longer. And to suit every writing need, MONGOLS come in 
all the popular lead degrees—very soft, medium, hard and very hard. The world’s choicest 
graphite and clay make MONGOLS the finest lead pencil a few cents can buy! From 
Pink Pearl Eraser to smooth black point, MONGOLS are “pencil perfect” from end to end. 


Contact your nearest stationery supplier for MONGOL pencils by EBERHARD FABER— 
your one source of supply for all writing needs. 


SINCE 1849 


EBERHARD po oat 


Tm. Meg. UB Pat OFF ane Orne Couniries Wilkes-Barre, Pennsyivania-New York-Toronto, Canada 


For More Information Circle No. 315 
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manpower, inc. 


“Tm an expert Steno, and my 
co-workers are expert 
typists, file clerks, and 
office machine operators.” 


“Whenever you're short- 
handed I'll come to your 
office to help you tempo- 
rarily.” 


“I'm a perfect substitute for 
sick or vacationing office 
workers.” 


“Manpower, Inc. pays my 
salary, taxes and insurance 
...You have no record-keep- 
ing to do.” 


Call your local Manpower, Inc. office for 
typists, stenos, office machine operators, 
file clerks, receptionists, etc. Our employees 
are selected for their ability to step into 
your office and start work immediately! 


sake tal lohvd- lem laces 


Over 180 Offices in U.S., Canada, and Europe 


Be = 
World Headquarters: 820 N. Plankinton Ave., Milwaukee, Wis., U.S.A. 


For More Information Circle No. 327 
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RICHT || WRONG 
in Employee Relations | 


ROUND-UP of day-to-day em- 
ployee problems and how they 
were handled by management. Each in- 

















cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Can Employee Leave Five Minutes Early for Lunch Each Day? 


What Happened: 

One of the problems which plagued 
management was the tendency of em- 
ployees to stop work and go to the 
restrooms five or ten minutes before 
the lunch period. This continued in 
spite of the fact that there was a rule 
which read: “A specific lunch period is 
assigned to you. It is the responsibility 
of each employee not to leave his work 
area before the lunch period begins 
and also to be at his work area when 
the lunch period ends.” 

To enforce this rule, the company 
asked supervisors to talk to employees 
and get them to obey. Talk proved 
of little avail. Warning notices were 
then given, and John Billings was one 
of the employees who was reprimanded. 
When John was caught violating the 
rule again and again, he was given a 
three-day layoff. 

“That’s a whopping penalty,” John 
protested. “You can’t make a rule to 
stop an employee from going to the 
washroom. This ain’t Russia.” 

The company was surprised at John’s 


Tue Orrice—February, 1960 


anger. It said that it had no regulations 
prohibiting employees from going to 
the restrooms. But when a_ worker 
made it a practice (as John did) to quit 
five minutes before the lunch hour 
every day, he was loafing, and not 
answering a need. 


Was the Company: 
RIGHT [| WRONG [ 


WHAT ARBITRATOR WALTER F. 
EIGENBROAD RULED: “The facts as 
presented, and the exhibits to substan- 





tiate some of the facts, clearly prove 
that the company insisted on obedience 
to its rule that no employee leave his 
work area before the signal designating 
the lunch period. The evidence further 
showed that the company allowed its 
employees to go to the restrooms as 


necessary; and that the number of visits 
and the time of each visit to the rest- 
rooms by the employees was not regu- 
lated by the company. Therefore the 
company’s action against John Billings 
in giving him the disciplinary layoff was 
not unreasonable.” 


Is the Christmas Bonus a Gratuity or Part of Wages? 


What Happened: 

Since 1950, Christmas time was 
“bonus time” to employees of this com- 
pany. Workers with less than one year’s 
service received $25 and those with 
greater seniority found larger sums in 
their envelopes. Last year business took 
a serious dive for the company and for 
the first time in many years it lost 
money. As a result, the Christmas bonus 
was eliminated. The employees brought 
a grievance. 

“You're cutting the wages,” they 
charged. “The bonus has come to be ac- 
cepted as regular pay. If we knew that 
this bonus was not a regular thing, we 
would have asked for a higher wage 
rate. Besides, the employer knew that 


this bonus was a wage because he took 
out the withholding tax.” 

The company answered that the 
bonus was a gift. As for the withholding 
tax, let the employees read the law. 
Cash gifts are subject to taxes. 


Was the Company: 


RIGHT [ WRONG /[ 

WHAT ARBITRATOR JOSEPH G. 
STASHOWER RULED: “It is under- 
standable that an employee who has 
received a Christmas bonus each year 
for several years would be disappointed 
at the discontinuance of such payment 
at the end of any year. It is further 
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Guarantee correct seating for every 
need in modern offices. 


© more comfort © longer wear 
© less cost 


PS-33A 

Posture Arm Chair 
Spring action back 
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ES-45A 
Executive “Arm Chair 


Beautiful, gleaming chrome Coat and Hat Racks 


1" tubular steel, mirror-like chrome. Attach on 
standard 16" stud centers. 


Row of Hooks. Use individually or attach as shown. 
Hooks spaced 5!/2" apart in 2 to 6 ft. lengths. 


COAT and HAT RACKS 
Single Shelf Length Double Shelf 
24" 
36"° 
48" 
60"" 


_ 
Single Shelf 
36" $10.95 Chrome Stand for Floor Model Costumers 


For More Information Circle No. 452 
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understandable that employees may 
arrive at a conclusion that such year- 
end compensation is part of the em- 
ployee’s earnings. But no matter how 
understandable this disappointment may 
be, it must be recognized that the com- 
pany can be required to continue such 


payment only where there is a firm 
contractual obligation to do so. Where 
the payment made each year was merely 
a gratuity dependent upon the discre- 
tion and determination of management, 
there can be no obligation to continue 
the payments.” 


Is a Worker on Sick Leave Entitled to Holiday Pay? 


What Happened: 

The company paid for six holidays a 
year. Its policy was that employees were 
entitled to holiday pay except for those 
who were absent the day before or the 
day after the holiday without an ade- 
quate excuse. 

Emma Prag was on excused sick 
leave. During her leave, Memorial Day 
came up as a paid holiday. She claimed 
pay for it: 

1. I am on excused sick leave. I am 
entitled to all privileges of regular 
employees. 


2. I had an adequate excuse for not 
working the day before and the day 
after. I was on leave. 

3. If I were on vacation I would be 
entitled to the extra money. So why 
shouldn’t the same rule apply in the 
case of “excused leave’’? 

The company answered: 

1. Emma wasn’t on the payroll and 
wasn’t entitled to holiday pay. 

2. Holiday pay presumes that a 
worker has put in some hours during 
the week. Emma was out all week. 

3. In the past we have had similar 
cases and not paid for the holiday. 
Emma is trying to make us break a 
precedent. 


Was the Company: 
RIGHT [ ) WRONG [| 


WHAT ARBITRATOR PAUL PRA- 
SOW RULED: “Because the contract is 
silent on the issue of holiday pay for 
employees on excused leave, the arbitra- 
tor must look to past practice. Company 
records show that from the years 1952- 
58 there were over a hundred instances 
of excused leaves which did not get 
holiday pay. Therefore, past practice 
must prevail. Emma Prag is not entitled 
to holiday pay while on excused leave.” 
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NARANSPUN - 


fabrics are converted by 


THE GEORGIA COMPANY 


276 FIFTH AVENUE 
NEW YORK 1, N.Y. 


MEAD & MONTAGUE, INC. 


245 FIFTH AVENUE 
NEW YORK 16, N.Y. 


. . » AND DISTRIBUTED THROUGH: 


CALIFORNIA 


Gefiman Fabrics 
950 Santee St., Los Angeles 


Peerless Curtain Mfg. Company 
1047 Santee St., Los Angeles 


Peerless Curtain Mfg. Company 
575 Mission St., San Francisco 


Jock H. Perle Company 
2414 S, Broadway, Los Angeles 
COLORADO 


Columbine Mfg. Company 
1250 Broadway, Denver 


The Pawley Company 

26th & Walnut Sts., Denver 
GEORGIA 

Carole Textiles 

906 Ellis St., Augusta 
ILLINOIS 


Clark Linen & Equipment Company 
303 W. Monroe St., Chicago 
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125 N. Wabash, Chicago 
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Box 272, Skokie 


lussky, White & Coolidge 

214-216 W. Monroe St., Chicago 
LOUISIANA 
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MARYLAND 
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MASSACHUSETTS 
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131 Portland St., Boston 


Andrew Dutton Company 
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MICHIGAN 
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14217 Fenkell, Detroit 
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7329 W. McNichols Rd., Detroit 


MINNESOTA 


B. H. Ritterhoff 
600 First Ave. N., Minneapolis 


MISSISSIPPI 

Wooliey Brothers 

411 S. State St., Jackson 
MISSOURI 

Prairie Products Company 
617 Wyandotte, Kansas City 
NEW JERSEY 

S. Radin & Sons 

209 Straight St., Paterson 
Krupnick Brothers, Inc. 
386 Brood St., Nework 


NEW YORK 


A. & J. Shade Company 

37 Franklin St., Buffalo 

Frank Niering & Company, Inc. 
33 S. Robinson Ave., Newburgh 
Crea-tex Corporation 

387 Fourth Ave., New York 
Doazions 

142 W. 44th St., New York 
Jofa, Incorporated 

45 E. 53rd St., New York 


Greeff Fabrics 

4 E. 53rd St., New York 
Kravet Fabrics 

104 E. 25th St., New York 
Melco Fabrics 

7 W. 29th St., New York 
Erbun Fabrics 

19 E. 21st St., New York 
Mohoram Fabrics 

130 W. 46th St., New York 


Naco 

291 Grand St., New York 
Rolay Fabrics 

118 E. 28th St., New York 
F. Schumacher & Company 
60 W. 40th St., New York 
Stroheim & Romann, Inc. 
35 E. 53rd St., New York 


J. H. Thorp 

Grand Central Station, New York 
Jud Williams, Incorporated 

18 E. 55th St., New York 

OHIO 


S. M. Hexter Company 
2810 Superior Ave., Cleveland 


Payne & Company 

3500 Kettering Ave., Dayton 
OKLAHOMA 

Fabricut 

1506 S. Utica, Box 3566, Tulsa 
PENNSYLVANIA 


Basset McNob Company 
1032 Arch St., Philadelphia 


Croydon Fabrics 
1926 Arch St., Philadelphia 


leedes Fabrics 
1318 Arch St., Philadelphia 


Decorators Industries 
2106 Penn Ave., Pittsburgh 
TEXAS 

A. F. Schmaizried & Company 
2650 Main St., Dallas 
Carl E. Willigms 

4304 La Branch, Houston 
WASHINGTON 

Phil Youdene Company 
919 Olive Way, Seattle 
CANADA 


A. B. Caya 
Kitchener, Ont, 


Cavers Fabrics, Ltd. 
60 Front St. W., Toronto 


Arthur Sanderson & Sons 
31 Teraulay St. Toronto 
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MAIL METER, SEALER, STACKER 


Pitney-Bowes, Inc., Stamford, Conn., 
announces the Model 5500 desk model 
mailing machine which seals, stamps and 
stacks letters in one operation. The postage 
meter contains major mechanical improve- 
ments, yet will sell for about one-third less 
than comparable models. The meter per- 
mits finger-tip selection of any denomina- 
tion of postage from %¢ up to $1.09% 


in a single stamp which can be printed 
directly on letters, or on gummed tape 


for parcel post packages. Included as 
standard equipment are a lightweight meter 
carrying case, envelope stacker that holds 
up to 40 letters and parcel post tape 
dispenser. Machine has internally-fed ad- 
justable inker, visible water level indicator 
for its sealing mechanism, easily changed 
postmark date, and a 2” postmark ad- 
vertisement space for the mailer’s own ad 
or public service message. It offers auto- 
matic postage accounting and postage pro- 
tection, the convenience of having all de- 
nominations of postage on hand with fewer 
trips to the post office, greater speed and 
efficiency in getting out mail, and the 
neatness of a single metered stamp on 
letters and packages. For More Informa- 
tion Circle No. 214. 
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PRINTING CALCULATOR 


Victor Adding Machine Co., 3900 N. 
Rockwell St., Chicago 18, Ill., announces 
restyling and functional innovations in its 
Automatic Printing Calculator now in a 
two-tone brown case designed to blend 
with office, store and plant decor. Key- 
board, still at a 24° angle to lessen oper- 
ator fatigue while allowing fingertip 
control, has non-add/repeat key electri- 
cally activated for instantaneous use. It is 
placed closer to numerical keys for fewer 
hand motions and faster operation. Avail- 
able with a listing capacity of ten digits 


and an 11 capacity grand total, this cal- 
culator continues to offer as standard fea- 
tures: automatic credit balance, constant 
total and total transfer, Select-O-Matic to- 
taling and one simple master control key 
to switch to desired mathematical func- 
tion. Other advantages include printing 
press action for clearer, easier-to-read 
characters; cadmium plating to protect 
parts against rust and wear; and special 
soundproofing. Price is $635. Delivery 
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promised within 30 days of order. Unit is 
144%" x 9%”, height 7%”, weight 24 Ibs. 
For More Information Circle No. 124. 


COPYING MACHNE 


Minnesota Mining & Mfg. Co., Dept. 
S$9-515, 900 Bush Ave., St. Paul 6, Minn., 
makes a compact, lightweight Thermo-Fax 
copying machine for personal use in mul- 
tiple office locations. Styled for desk-top use, 
it operates on the same completely dry, 
all-electric principle as the other three 


Thermo-Fax models now available. Called 
the Courier, it weighs only 25 Ibs. and is 
operated by a single control. It measures 
1444” wide x 12%” deep x 44%” high and 
sells for $199. Unit is designed to accom- 
modate a new bond-weight white copy 
paper developed recently, although any of 
seven colored or special copy papers can 
be used. No operator training is necessary 
to operate the Courier which is merely 
plugged in and turned on. No chemicals 
or liquids are involved and copies are 
made in eight seconds or less. For More 
Information Circle No. 176. 


MARGINALLY PUNCHED FORMS 
TYPEWRITER FEED ATTACHMENT 

Moore Business Forms, Inc., Niagara 
Falls, N. Y., amnounces a_ typewriter 
Formaliner attachment that converts any 
electric typewriter into a marginal punched 
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forms writing machine in a matter of sec- 
onds. The Moore Flexible Formaliner can 
be snapped on or off the machine without 
removing the platen. Tractors operate in 
the same manner as those on an accounting 
machine, feeding the multiple-part set in 


perfect alignment over the writing platen. 
While the entire device can be snapped off 
the carriage at any time to return the ma- 
chine to pressure-feed operations, it need 
not be removed to feed an occasional cut- 
single form. Tractors can be slid aside and 
will not interfere with pressure feeding. 
For More Information Circle No. 208. 


ACCOUNTING MACHINES 


Smith-Corona Marchant, Inc., Syracuse 
1, N. Y., announces three accounting ma- 
chines: Accountant, Bookkeeper and 
Cashier, in ten different models manufac- 


tured overseas by Kienzle, a major factor 
in the accounting machine field in Europe. 
Four models of the Accountant handle 
complex systems of payroll writing, wage 
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accrual, accounts payable, cost accounting, 
stock records, and general ledger; four 
models of the Bookkeeper handle accounts 
payable, accounts receivable, payroll, and 
general ledger; and two models of the 
Cashier are for receipting use primarily 
in tax offices, utility offices, department 
stores, hospitals, colleges, etc. Both the 
Accountant and the Bookkeeper offer full- 
program automaticity with interchangeable 
control boards that permit maximum flexi- 
bility in program-planning. The Cashier 
has a full throat to accommodate and 
receipt a bill of any size. It can maintain 
two entirely separate totals, so it can be 
operated by two cashiers independently. 
It also features a ten-key speed-input key- 
board for touch operation. Two separate 
sets of ribbons permit a record copy of a 
receipt to be made without using carbon. 
The Bookkeeper, available with or with- 
out console desk, offers four different pro- 
grams, selected by the operator by a dial 
on machine’s side. Interchangeability of 
program boards increases machine’s flexi- 
bility, and a selector stop mechanism en- 
ables operator to change programs in the 
middle of a procedure. Machine has three 
accumulators; fully visible, front - feed 
alignment; 20 descriptive character keys; 
and 17%” or 24” carriage. The Book- 
keeper is also available with typewriter 
mechanism, or it can be easily added later. 
The Accountant offers all features of 
the Bookkeeper plus up to 25 accumu- 
lators. It has 12 special keys to select 
registers directly from the keyboard as well 
as by programing. Other features in- 
clude a 24” carriage, two separate sets 
of ribbons to maintain two records with- 


out carbon, and split platen to procesy 


two separate forms with different line- 
spacing. Typewriter mechanism is optional 
and can be added later. For More Infor- 
mation Circle No. 122. 


PUNCHED TAPE & CARD HOLDER 


Shaw-Walker Co., Muskegon 15, Mich., 
presents a line of special holders for filing 


punched paper tapes and edge-punched 
cards. Used with their file-desks, these 
holders save operators’ time, at least 50% 
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of office floorspace, and afford fire protec- 
tion at point of use. Various sizes of hold- 
ers will hold, respectively, 15 ft. of 5-, 6-, 
7- or 8-channel tape; 14 edge-punched 
cards; four 30-ft. or two 60-ft. tapes (Twin 
Pocket holder). Holder is supplied with or 


without charge-out signal that automatic- 
ally signals tapes in use. Holders are made 
of stiff, heavyweight golden kraft folder 
stock. A slotted hole snaps on file retainer 
rod to prevent accidental removal. For 
More Information Circle 152. 


CHAIRS 


Columbia - Hallowell Div., Standard 
Pressed Steel Co., Jenkintown, Pa., makes 
a line of office chairs featuring molded 
contour seats. It includes six models: 
junior executive swivel chair with arms; 
armless junior executive swivel chair; two 
guest arm chairs—a wide and a slim model: 
armless guest chair; and the Ballerina sec- 
retary-posture chair. All feature foam rub- 
ber contour-seats and, although moderately 
priced, most features of the top-line Co- 
lumbia chairs have been retained. These 
include steep angle arm rests; controlled 
angle between back and seat; strong welded 
base; adjustment controls within easy 
reach; ball bearing swivel casters; over- 
sized chrome scuff plates on swivel models. 
A wide selection of decorator colors and 
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Naugahyde upholstery are available. Stand- 
ard frame colors include majestic gray, 
metallic gray, sea mist green, desert sage, 
blond tan and olive green. Fourteen color 
shades in Naugahyde are standard. The 
Ballerina secretary-posture chair eliminates 
the problem of loose casters. Discarding 


the conventional S curve leg design, caster 
is locked directly into the leg, eliminating 
need for a socket-adapter between caster 
and leg. It is said that an adapter may 
ultimately work loose in the leg due to 
chair motion on hard floors, and caster 
falls out. For More Information Circle 
No. 157. 


CAMERA FOR OFFSET 


Photorapid Corp., 142 Oregon St., El Se- 
gundo, Calif., unveils its precision Magi- 
Plate Speed Camera designed for Photo- 
rapid’s Camera Speed Magi-Plate. Featur- 
ing quality, speed and economy, this camera 
goes from paste-up to aluminum offset 
Magi-Plate in less than 60 seconds at a 
complete cost of only 59c. Made in West 
Germany, the horizontal unit is mounted 
on a solid steel stand of all-welded con- 
struction and is 50” high, 59” long and 
a maximum of 68” wide. It will take copy 
up to 20” x 28”. The camera can do many 
jobs and copies anything the eye can see. 
It shoots size to size, reduces or enlarges 
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from halftones, solid images and colors. 
It makes optical flash copies, transparent 
positives and reproduces the smallest de- 
tails. Additional features include a built- 


in electromagnetic shutter with exact con- 
trol equipment and built-in time switch, 
and automatic swing-out copy light. For 
More Information Circle No. 165. 


CALCULATOR 


Continental Office Machines, Inc., 500 
Fifth Ave., New York 36, N.Y., an- 
nounces its appointment as exclusive U.S. 
and Canadian importer for the VA 17 


fully automatic calculator made by Ba- 
denia of West Germany. This calculator 
combines versatility with simplicity of op- 
eration. An advantage of the machine is 
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its automatic transfer mechanism which 
enables the operator to work out a prob- 
lem containing a mixed series of functions 
without any resetting. For example this 
problem: (a + b) X c— (d + e) = f X g, 
could be carried out without recopying an 
answer at any stage. Squaring is possible 
with one keyboard operation. A _ figure 
transferred to machine’s “memory” can 
be held as long as required without inter- 
fering with normal functions of the ma- 
chine. It can be brought in once or re- 
peatedly by use of a constant to act as 
divisor, dividend, multiplier, multiplicand 
or in any other capacity. A keyboard lock 
turns the machine into a simple adding 
machine, permitting rapid additions or sub- 
tractions. Keyboard listing can be trans- 
ferred to either upper or lower register. 
Additions can be carried out in either, 
without any changeover of control. Quo- 
tients can be multiplied automatically. 
Keys are finger fitted and register dials are 
easily readable. The VA 17 has rollers in 
addition to suction rubber feet and a carry- 
ing handle for movement of the machine 
on the desk or table and from office to 
office. Quiet in operation, fully enclosed, 
the VA 17 is of functional design and 
proper size for easy operation. For com- 
plete literature, Circle No. 120. 


COLLATING COPYING MACHINE 


Charles Bruning Co., 1800 Central Road, 
Mount Prospect, Ill., makes an automatic, 
high-speed copying machine which can be 
teamed with a special collator to assemble 
copied materials in correct sequence. The 
diazo Copyfiex Model 60 was designed for 
high volume production of _letter-size 
copies. It smoothly integrates printing, cut- 
ting and stacked delivery of any desired 
number of copies in one continuous me- 
chanical operation. Operator has only to 
set speed and counter dials for automatic 
printing, cutting and stacking. When in- 
dicator is set for the number of copies de- 
sired, machine prints and cuts them to 
8144” x11” from roll of sensitized paper. 
After required number are copied, origi- 
nal is ejected and next original automatic- 
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ally inserted for any pre-set quantity of 
copies. High volume reproduction of one 
or more originals can be automatically ob- 
tained at the flick of a switch and the turn 
of a dial, for up to 1500 copies per hour. 
The collator automatically assembles copies 
as they emerge from the Copyflex, enabling 
operator to distribute up to 20 sheets im- 
mediately after they are made. A step- 


and-stop rotation collector drum is elec- 
trically synchronized with the copier for 
collating copies at all printing speeds. The 
collator, which is optional equipment, will 
gather copies in sequence or collate copies 
of mixed originals into unitized stacks. 
Like the Model 60, the collator operates 
on 230 volt, 60 cycle, AC. For More In- 
formation Circle No. 140. 


TABULATING COUNTER 


Denominator Co., 261 Broadway, New 
York 7, N. Y., announces a_ spe2edier 
method of altering the titles of items 
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sorted and counted on their new, all-metal 


Multiple-Tally Denominator. Rolls of 
pressure-sensitive designation tape are sup- 
plied with each machine. Larger reserve 
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supplies are also available with handy 
dispensers to cut-off the tape at proper 
length. Since this newest Denominator 
tabulator has a smooth satin finish of 
anodized aluminum, removal and replace- 
ment of tape is swift, easy and clean. The 
surface of the tape permits writing in pen- 
cil, ink or crayon. In some applications, 
such as traffic surveys and differential 
blood cell counts, pre-printed designations 
are supplied because they remain fixed. 
Another new accessory is a simple mount- 
ing bracket to anchor these tabulating 
machines to desk, shelf or clipboard. While 
the original purpose of such groupings of 
unit counters was for the denomination of 
cash payrolls, its logical adoption for 
countless other tabulation work was im- 
mediate and widespread. Major uses in- 
clude sales analysis by items, portion count 
in restaurants, counts of observed flows in 
quality control inspections, market research 
and compilation of answers to multichoice 
questionnaires. For More Information 
Circle No. 205. 


INDEX GUIDES 
LeFebure Corp., Cedar Rapids, Iowa, 
makes Mars-60 Guides that hold special 
labels for more specific indexing of files 
for fast location of information. Standard 
indexing deters tailoring indexing to the 
actual files. Standard indexing is often 


used even though it does not properly in- 
dex the records on file. Special indexing, 
to be economical, had to be labeled in 
metal tabs or celluloid tabs which may 
add bulk to the files and reduce visibility. 
Mars-60 Guides eliminate the metal or 


celluloid tab, increase visibility and pro-. 


vide long life. An acetate shield applied 
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under heat and pressure, assures perma- 
nent protection of label. Mars-60 Guides 
are available in a variety of materials, but 
usually are high quality pressboard. Labels 
are produced to customer specifications. 
Even small quantities can be supplied eco- 
nomically using the same production tech- 
niques as on orders for thousands of 
guides. For samples.and complete infor- 
mation, Circle No. 148. 


DICTATING SYSTEM 


Soundscriber Corp., 6 Middletown Ave., 
New Haven, Conn., unveils the tran- 
sistorized Satellite dictating system which 
gives the user pushbutton control of all 
dictating functions without handling discs, 
levers, carriage arms or paper slips. Only 
the microphone and cradle need be on dic- 
tator’s desk. Up to five Satellites can oper- 
ate remotely from the same _ recorder 


which uses regular Soundscriber green 
discs. Dictator can listen back as far as 
desired and automatically return to resume 
dictation. Televiewer on transcribing ma- 
chine magnifies corrections, ends of letters 
and special instructions on the disc for the 
typist’s convenience. For illustrated liter- 
ature describing the Satellite and related 
new Soundscriber Communicator equip- 
ment, Circle No. 217. 
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LAYOUT, STRIPPING TABLE 


M. P. Goodkin Co., Dept. P, 112 Arling- 
ton St., Newark 2, N. J., introduces a com- 
bination steel and glass opaquing, strip- 
ping and layout table. As a result of its 
versatility and its extra large working area 
(223%4" x 33%”) this unit has wide appli- 
cation in the art and advertising fields, as 
well as in-plant and commercial graphic 
arts. Equipped with four straight edges, 


enabling operator to work from any side 
of the table; a specially coated glass sur- 
face to minimize glare; adjustable legs for 
proper leveling; and two recessed shelves 


for convenient storage. It sells for $168 
(f.0.b. Newark, N. J.) shipped fully as- 
sembled, ready for immediate use. For 
More Information Circle No. 146. 


DUAL TYPEWRITER 


Inter-Continental Trading Corp., 90 West 
St., New York 6, N. Y., introduces the 
Olympia 184 Dual Automatic Machine— 
two typewriters with 184 characters oper- 


ated with the speed and ease of one ma- 
chine. The 184 eliminates the need for 
two typewriters for mathematical, techni- 
cal or two-language typing. User need not 
remove paper or change spacing when 
typing symbols. A flick of the wrist raises 
the carriage, base with specialized key- 
board glides into correct position, carriage 
is lowered and typing resumed. One ma- 
chine can be equipped with standard U. S. 
keyboard, the other with a foreign lan- 
guage or technical keyboard. Complete 
unit, mounted on a handsome, durable 
table, retails for about $650 plus tax. For 
More Information Circle No. 110. 


PORTABLE AIR CLEANER 


Fram Aire Corp., Providence 16, R. I., 
introduces the Fram Room Air Cleaner 
for killing germs in offices and other areas. 
This involves recirculation of room air 
through treated filters which trap and kill 
most kinds of bacteria and trap pollen, 
dust, lint and other air contaminants which 


cause hay fever and allergies. The Fram 
Permachem-treated air filter’s germ-killing 
abilities have been proven through inde- 
pendent laboratory tests and in full-scale 
hospital tests. It is reportedly the first 
product for offices which uses recirculation 
of air through germ-killing filters as a 
hygienic device. Tests have shown that the 
filters trap up to 90% of airborne germs 
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and kill more than 99% of those trapped. 
The unit will recirculate all the air in an 
11 x 15 ft. room once every five minutes 
(200 cfm). It is approximately 15” square 
and 9” deep; weighs 25 lIbs., plugs into 
standard 115 volt lines, draws two amps. 
For More Information Circle No. 164. 


PENCIL SHARPENER 


Apsco Products, Inc., Box 840, Beverly 
Hills, Calif., makes the Dandy Super-10 
pencil sharpener for executive use. The 
unit can be permanently fastened or can 
sit on its mar-proof base-pad as a desktop 
accessory. This all-steel unit provides a 
uniformly perfect point, has a specially 


engineered automatic feed chuck and a 


steel three-position adjustable stop for 
fine, medium or blunt points. Once the 
pencil is sharp, further turning of the han- 
dle does not dissipate any more of the 
pencil. Available in choice of five decora- 
tor colors: salmon, rose, green, beige and 
standard hammerloid gray. For More In- 
formation Circle No. 136. 


SHELF FILE TRUCK 


Remington Rand Div., Sperry Rand 
Corp., 315 Park Ave. South, New York 
10, N. Y., announces the Mobile Shelf 
Filing Truck for use with all makes of 
shelf-files. It enables an operator to han- 
dle correspondence both to be filed and 
pulled from shelves as one combined 
operation, and has a step-stool platform 
to allow her to reach top shelves easily. A 
bin on top holds correspondence and 
letter or legal-size width Flexifile folders 
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to be filed. There is a large compartment 
below the bin with three vertical dividers 
for folders removed. Another large com- 
partment below it is used for blank fold- 
ers, guides, outguides, etc. The platform 
on which the operator stands automatically 


seals to the floor when in use, then re- 
stores to casters. Two swivel and two fixed 
casters roll easily. The truck, entirely sur- 
rounded by rubber bumpers, can be guided 
by a large handle which recedes into the 
top when not in use. For More Informa- 
tion Circle No. 160. 


TELEPHONE AMPLIFIER 


Lee Communications Inc., 470 Fourth 
Ave., New York 16, N. Y., makes the 
Voicecaster Transistor Telephone Loud- 


speaker that frees executives’ hands while 
making calls. Leaves both hands for writ- 
ing, referring to schedules or other infor- 
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mation. Unit is also useful for calls in- 
volving several persons since all can listen 
and talk. It will hold phone while executive 
waits for incoming calls, and permits him 
to talk and listen from any part of his 
office. This is a complete amplification and 
speaker system, picking up the telephone 
message by electronic induction. There is 
no physical connection to the telephone, 
nor does it plug into an electrical outlet. 
Unit is turned on by merely resting tele- 
phone receiver on it. It shuts off auto- 
matically when receiver is removed. No 
warm-up is necessary. Transistor energizer 
will operate Voicecaster for over a year. 
Price is $39.95, batteries $1.75. For More 
Information Circle No. 185. 


DESK RESURFACER 


Kenmore Sales Co., Industrial Park, Lo- 
well, Mass., offers Topper for modernizing 
desks, tables, counter tops and any flat 
surface in less than five minutes. It hides 


unsightly scars and burns. Made of Railite 
high pressure laminated plastic, Topper is 
available up to 30” x 144” or 48” x 120”, 


in 14 standard sizes or cut to order. No 
sanding or gluing is necessary; simply 
peel the protective coating from the quick- 
gripping permanent bond adhesive, turn 
Topper over and place on the surface you 
wish to cover. Topper comes in 12 pat- 
terns and woodgrains, never needs polish- 
ing, painting or resurfacing. It is cigarette- 
proof and resists stains, scuffs and 
scratches, lasts indefinitely. For More In- 
formation Circle No. 178. 
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MICROFILM ENLARGER 


Durst (USA), Inc., 1140 Broadway, New 
York 1, N. Y., announces the Durst M35 
Micromat, an automatic precision enlarger 
and copy camera for microcopying, slide 
duplication and strip film production of 
double frame 35mm film. Completely auto- 
matic in focusing for enlargements up to 
17X linear. Manual focusing for larger 
projection or copy. Negative carrier elimi- 
nates Newton’s rings, holds film flat, has 


rotating mask for 24 x 24mm size and re- 
taining spring for single negatives, Can be 
inclined longitudinally and laterally, with- 
out altering optical axis, for distortion 
control. Accepts both bayonet and screw 
base bulbs. Has built-in adjustable concave 
mirror, heat filter, red filter and hand- 
operated B & T shutter on enlarging head. 
Luminous scale makes image scale factor 
and lens aperture visible in dark. The 22” 
x 18” base has countersunk exposure 
switch. Enlarger is 37” high and, with 
50mm f 3.5 Schneider Componar lens, 
costs $295. Mirep automatic copying 
cassette for 35mm film length up to 33 ft., 
or standard 20 and 36 exp. 35mm car- 
tridges, film advance coupled to frame 
counter, built-in shutter with five speeds 
from 1 sec. to 1/10 and B, is $139. Mivis 
achromatic lens for reflex head, permitting 
image field and definition to be inspected, 
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For More Information Circle No. 381 





is $12.95. Rilu copying lights with reflec- 
tors for four individually adjustable lamps, 
$99.50. Complete unit, $547.50. Same, 
with f 4 Schneider Componon, $587.50. 
For More Information Circle No. 204. 


PAPER CONVEYOR 


Barry Hyman Co., 144 Old Colony 
Ave., Boston 27, Mass., has developed 
the Hy-Clip paper conveyor, a lightweight 
system that picks up and delivers forms to 
pre-determined stations. Personnel place 
paper in clip traveling on the constantly 
moving conveyor. Clip moves to pre- 


selected desk or station and paper is auto- 
matically ejected. Conveyor is designed so 


that it moves easily around corners or be- 
tween floors. Any number of stations can 
be accommodated, suiting system to any 
office procedure. When form is placed in 
clip it arrives at proper destination. Per- 
sonnel do not have to leave their desks to 
feed or receive papers and employee pro- 
ductivity is increased while a large per- 
centage of office confusion is reduced. 
Conveyor is tailored to individual specifi- 
cations. For More Information Circle No. 
144, 


FOLDING CHAIR 


Adjusteze Furniture Div., State Indus- 
tries, 4019 Medford St., Los Angeles 63, 
Calif., makes an all-purpose tubular steel 
folding chair designated the Model 1601. 
While designed for comfort, this unit with 
its tubular steel X type legs is unusually 
sturdy in construction, having been lab- 
oratory tested to loads of 1300 Ibs. with 
no evidence of any weaknesses. Other 


features such as the non-tilting safety de- 
sign, formed metal back and contoured 
wood seat assure comfort over lengthy peri- 
ods. Unit is compact when stored, as it 


measures only 242” in. thickness folded 
and stands 39” high. It is priced com- 
petitively and is available for immediate 
delivery. For More Information Circle 
No. 121. 


CHART & GRAPH KIT 
CharTray Systems, Stony Brook, N. Y.. 
announces a kit for the preparation of 
colorful charts and graphs by inexperi- 
enced personnel on a moment’s notice. 








CharTray is portable and sturdy, manu- 
factured of lightweight aluminum and 
finished in attractive desert sage or black 
lacquer. Kits include clear acetate grid and 
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A CHALLENGE PAPER CUTTER 
for your Duplicator Operation 


HELPS YOU... 


SAVE TIME 


A Challenge Paper Cutter is the easy 
convenient way to make your duplicator 

» operations more productive. You handle 
all your cutting and trimming needs right 
on the spot. No need to send jobs out. 
There’s no unnecessary delay in handling. 
No waiting for delivery. 


SAVE EFFORT 


Challenge Paper Cutters are easy to 
operate. They require very little effort 
and no previous experience on the part 
of the operator . . . and they are real 
production cutters handling 2 inches or 
more of paper at one cut. 


SAVE MONEY 





A Challenge Paper Cutter enables you to 
buy paper in the most economical sizes 
. . print it in “multiple forms” more 
efficiently . . . run off-size jobs from 
standard stock . .. and reduce waste. 





Challenge makes both power operated and hand 
lever cutters —in the sizes most widely used by 
duplicator users— 19” through 30”. See your 
Duplicator Equipment Dealer or write Challenge 
for complete catalog. 


® 
PC-108 Challenge 


The CHALLENGE MACHINERY CO., GRAND HAVEN, MICHIGAN 


For More Information Circle No. 347 
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sheets with colored backdrops for eight 
displays, which may be reused. Colored 
tapes with pressure sensitive letters and 
numbers are included. All-color presenta- 
tions are as simple to prepare as black-and- 
white. CharTray provides for indexing and 
storing inactive charts and graphs, ready 
for instant presentation. Overall dimen- 
sions are 22” x 28”, $75 f.0.b. above. For 
More Information Circle No. 105. 


CASH REGISTER 


R. C. Allen Business Machines, Inc., 
668 Front Ave., N.W., Grand Rapids, 
Mich., announces a low priced, electrically 
operated cash register with indication. De- 
signed specifically for small business, 


Model 80E has a ring-up capacity of 99.99 
and totaling capacity of 999.99. Fast and 
simple to operate, the 80E features large, 


easy-to-read indication in front and back 
of register, enabling owner to keep track 
of all transactions being rung-up, no mat- 
ter where he happens to be in the store. 
All transaction and commodity keys have 
enforced designation insuring proper de- 
scription of each transaction. A chart at 
the left of the commodity row provides 
a handy index for clerk names, depart- 
ments, etc. It can be readily removed for 
changes. The 80E provides maximum pro- 
tection through its locked in, automatic 
rewind tape, total and subtotal keys with 
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single lock control, and large visible dials 
with locked dial shutter. These features 
also permit quick sales checks any time 
during the business day. Unit has an all 
steel, ball bearing mounted cash drawer. 
Finish is durable and scratch resistant. 
For More Information Circle No. 150. 


OFFSET DUPLICATOR 


Royal Zenith Corp., 180 Varick St., 
New York 14, N. Y., announces the Royal 
Zenith 23, a full-scale offset press ac- 
commodating sheet sizes from 842” x 11” 


to 16” x 23”. Offering quality printing at 
speeds up to 8000 per hour, it is well 
adapted to economical production of 6” x 
9”, 81%4” x 11” and 9” x 12” work. The 
inking system has four form rollers, all of 
different diameters. A quieter operating 
brake and easier setting of front guides 
also are featured. The electric sheet- 
counter can be turned on and off at opera- 
tor’s discretion. Machine has all push- 
button controls and accommodates paper 
or metal plates. The Royal Zenith occu- 
pies a floor area of 44” x 84”. All opera- 
tions are from floor level, requiring no 
platform. Spiess stream feeders have pre- 
cision sheet control. Three-point register 
control is provided with pull side guides 
and swing grippers. Centralized operating 
controls are at operator’s work station and 
at delivery end. An extra stripping cylinder 
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NEW FROM KODAK 


for all users of offset duplicators 





- 


New Kodak Ektalith Loader-Processor, teamed up with office-type camera, brings 
the speed, quality and flexibility of camera copying to “paper platemaking” 


Now...make offset paper masters photographically 


im full roomlight/ 





Imagine producing 10 high-quality 
offset masters—reduced, enlarged 
or same size—in 10 minutes. And 
doing the entire job next to your 
duplicator. 

Kodak’s Ektalith Loader-Processor 
brings this unmatched convenience— 
serves as a “desk-top darkroom,” for 
loading Ektalith Transfer Paper. ..and 
processing exposed sheets. Attached 
Ektalith Transfer Unit puts the image 
on a paper master which gives you 


KODA K 


hundreds of sharp duplicator copies. 


Free Booklet explains Ektalith 
Method in detail—how it’s also used 
to produce 10 or more direct copies 
without “platemaking,” as well as en- 
largements from microfilm. Costs are 
surprisingly low—phone your local 
Kodak Ektalith dealer or 
write Eastman Kodak 
Company, Graphic Re- 
production Division, 

Rochester 4, N. Y. 


| Eiktali th 


~ £ TS Ce 6 


-- puts you ahead in offset 


For More Information Circle No. 335 
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prevents tearing and slurring, and can be 
fitted for scoring, slitting and perforating. 
Positive chain delivery has vacuum hold- 
down. Machine's overall construction is of 
aircraft alloys machined to precision tol- 
erances for long, vibration-free and 
trouble-free operation. For More Informa- 
tion Circle No. 215. 


TAB CARD FEED 


Bell & Howell Phillipsburg Co., 14 E. 
Jackson Blvd., Chicago 4, IIl., announces 
that the wide variety of attachments for 
the Phillipsburg Inserter largely account 
for its versatility and popularity with a 
broad range of industries. Attachments up- 
date inserters and enable them to defy 
obsolence. Latest attachment is a 
tabulating card feed that can handle cards 
that are random punched anywhere on the 
card and those punched only in the end 


portion. Attachment incorporates a knife- 
edge pusher which works on edge of cards 
and can be adjusted to various card stock 
curvatures. Working at same rate of speed 
as machine itself, the knife-edge pushes 
each card into insert feed track. Regard- 
less of hole positions in card, or machine 
speed, attachment feeds each card ac- 
curately and in correct timing with other 
functions of the inserter. Any recent model 
Phillipsburg Inserter can be equipped with 
the attachment, making it possible to feed 
tab cards from one station while conven- 
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tional inserts (letters, advertisements, fold- 
ers, reply cards. dividend and payroll 
checks, subscription solicitations, etc.) 
are fed by vacuum from other station. 
For More Information Circle No. 127. 


FOLDING DOORS 


American Accordion-Fold Doors, Inc., 
175-35 Liberty Ave., Jamaica 37, N. Y.., 
announces that custom features are in- 
corporated in its stock and special-stock 
model Stackdoors. A total of 18. sizes, 
from 2 ft. 8” x 6 ft. 6” to 4 ft. x 8 ft., 


provide closures and partitions for most 
standard and near-stanlard opening sizes. 
For maximum flexibility, stackdoor has an 
intermediate header 


/ 


in door-size widths. 


The header comes in 1” x 4” and 2” x 4” 
sizes for heights not accommodated by the 
standard and special stock models. Header 
attaches to door beam; track and Stack- 
door attach to header. Recommended for 
use as closet or passageway closure and as 
a room divider, Stackdoor is easily in- 
stalled by user. It features pantographic- 
action frames of heavy gauge steel. Dur- 
able nylon multiple rollers reduce gliding 
pressure and make movement quiet. Glid- 
ing mechanism is fully concealed by track 
and door. Doors may be paired in open- 
ings to a total width of 16 ft. Quality 
latches and keys assure privacy. Vinyl 
covering on Stackdoor is fabric-backed to 
prevent stretching and sagging; will not 
crack, craze or peel. Header, track and 
door are all available in neutral tones of 
mist gray, oyster white or tawny beige. 
Door is fully guaranteed for one year 
against defects in workmanship or mate- 
rials. Stackdoor retails from $26.95. For 
More Information Circle No. 133. 
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The best seat in the house...can belong to your entire staff! Yes, compare 
Cole Steel Equipment Co., inc. Dept. 97 


Cole Steel construction! You'll find it costs no more than ordinary office chairs. 415 Madison Avenue, New York 17, 0. 

Both seat and back tilt independently, five instantly-adjustable positions; naiasie: ain “at aes ei ies 
deep, deep foam rubber seat . . . beautifully upholstered in your choice of this Cole chair for ten-day free trial 
thirty-five decorator colors! Only $87.50 .. . try this chair in your own office 
for 10 days...if you don’t agree it’s the best looking, most durable chair you 
have ever sat in, your Cole Steel dealer will gladly pick it up at no cost to you. 


of 0) 3 =e = 


For More Information Circle No. 313 


Name 











TAB CARD IMPRINTERS 

Addressograph-Multigraph Corp., 1200 
Babbitt Rd., Cleveland 17, Ohio, intro- 
duces a line of imprinters that write up to 
five digit variable numeric information, 
simultaneously with the fixed data, on 
tabulating card sets. The variable informa- 
tion may be the dollars and cents amount 
of a sale; number of units; production 
order number; or any other numeric 
designation that varies with each entry. 


This is recorded in both reading type and 
bar code, ready for insertion into Ad- 
dressograph Code Scanning Punch that 
automatically converts variables and coded 
fixed data into punched holes on same 
card. The five numeric variables are lever 
set and digits register visually in a large, 
easy-to-read window for checking before 
printing. There are imprinters for both 51 
and 80 column card sets. Units provide for 
imprinting such data as account number, 
name, address, item description, date, lo- 
cation, etc. Printing anvils are self-adjust- 
ing and pressure compensating to produce 
quality impressions from any thickness of 
paper stock or unit set. Open throat per- 
mits positive positioning of writing unit 
and: form. For More Information Circle 
No. 7213. 


MAGNETIC SPLICING TAPE 


Robins Industries Corp., 36-27 Prince 


St., Flushing 54, N. Y., offers guaranteed 
non-bleed characteristics and permanent 
holding qualities in its magnetic splicing 
tape which comes in convenient 12” x 100” 
rolls retailing at 50c each. Other sizes 
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are planned. Tape has Mylar film backing 
1% mil thick. Made to withstand temper- 
ature extremes. Robins also has a device 


that clips on one edge of tape reel flange 
and automatically keeps tape from un- 
winding. For More Information Circle 
No. 112. 


COMBINATION MAILER 


Transo Envelope Co., 3542 North Kim- 
ball Ave., Chicago 18, Ill., has developed 
a combination mailer to meet postal and 
printing cost increases. Called the Transo 
Triple-Duty, it comprises an outside en- 
velope, letter, circular, order form, and 


reply envelope—all in one. It is printed, 
assembled, and folded by the manufactur- 
er, and is delivered to the mailer sealed. 
User needs only to address pieces, and 
mail. Manufacturer compares the cost of 
the Triple-Duty mailer and cost of con- 
ventional materials bought separately: out- 
side envelope, reply envelope, one-page 
letter, and reply form; considering the 
elimination of collating, inserting and 
sealing. On this basis, the mailer is said 
to save at least $825 on a mailing of 
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Get those “‘received”’ reports out 
as fast as purchases come in...with 


OZALID “INSTANT-COPYING” 


Falling behind with purchase-receiving reports? 
Take a tip from Ozalid: When goods come in, 
use your purchase order copy and write in the 
“received” data. Then make the Ozalid copies you 
need—for accounting, inventory-control, produc- 
tion, other departments. They’ll be clean, dry 
and legible (no messy carbons). Takes only sec- 
onds! The desk-top Ozamatic, for example, turns 
out up to 1,000 814” x 11” copies an hour. Cost? 
Lowest per copy of.any copying process! Call 
your local Ozalid representative or mail coupon. 


tirmimes ©) 2, AXL ILD 


Products for design Division of General Aniline @ Film Corp. 
Lithographic products Jn Canada: Hughes-Owens Co., Lid., Montreal 


Whiteprint machines 
Microfilm equipment 
Audio-visual products 


pocccnrnrnn 


Ozalid, Dept. Z-2 
Johnson City, N. Y. 


Please send more information 
on Ozalid ‘‘Instant-Copying”’ for 
purchase-receiving. 

Name 

Company 

Position 

Street 

City ZONE 


State—__ 


~“ 
| 
| 
| 
| 
| 
I 
| 
| 
| 
| 
| 
| 


Ma cee execs came cmc can comnne cs comm comms comme sem axl 


For More Information Circle No. 271 
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This time...out of stock! Next time...out of mind! 


Pity the poor salesman! Arthur’s one of the best— 
and he’s got a great line, too. Yet he’s losing his 
customers fast! 


Arthur’s company, you see, makes many products 
and has many branches. Catalogue item #436 may 
not move much in Los Angeles or Dallas, but in 
Arthur’s territory it’s hot. Trouble is, the home 
office doesn’t seem to realize it. Shipments are slow 
and sporadic. Customers complain. And sooner or 
later they take their business to competition. 


Here’s a situation that could have been prevented 
with Automatic Keysort Data Processing. With 
Automatic Keysort, the home office could have had 
daily information on sales in every branch...would 
have been equipped for fast, complete analysis of 
these figures. Knowing what was being sold where 


—and the state of each branch’s inventory —man- 
agement could have moved fast to supply Arthur 
with what he needed and insure a profitable return 
for all concerned. 


Automatic Keysort’s easy-to-use machines and 
punched cards require no specialized personnel, no 
restrictive procedures. Designed to fit your busi- 
ness as it stands and as it grows, Keysort will give 
you all the fast, accurate information you need for 
modern management control of every operation 
And at remarkably low cost. 


To learn more about Automatic Keysort Data 
Processing, call your nearby Royal McBee Data 
Processing Representative, or write Royal McBee 
Corporation, Data Processing Division, Port 
Chester, N. Y. for brochure S-500 


ROYAL MCBEE - data processing division 


NEW CONCEPTS 


IN PRACTICAL OFFICE AUTOMATION 


For More Information Circle No. 296 
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100,000 pieces. Triple-Duty is available on 
24 Ib. or 20 Ib. white wove with one color 
on the face side, a different color on the 
back. Special papers and sizes can be ar- 
ranged for. Minimum order is 10,000. For 
samples and prices, Circle No. 156. 


STAPLER 


Goodman & Vandervieren Ltd., Little 
Gaddesden, Berkhamsted, Herts, England, 
makes the Vanguard Vista stapler that in- 


corporates the principle of leverage for 
greater ease or operation. Another feature 
is that it loads either 250 Vista fine wire 


—” 


USE 


staples, or a normal loading of 210 stand- 
ard staples. Manufacturer states that this 
stapler enables very tough materials to be 
penetrated with no more effort than it 
takes to go through thin paper. Machine is 
attractively designed to match all office 
decors. For More Information Circle No. 
107. 


BALLPEN 
Eversharp Pen Co., Div. of Parker Pen 
Co., Janesville, Wis., introduces a plastic 
ballpen with clip and special gripping area. 





iia Si a 


Equipped with an extra-long ink cartridge 
and a textured ball, the pen is retractable 
and refillable. Called the Lightning, it re- 
tails for 49c. Two other models are offered 
at 39c and 45c. For More Information 
Circle No. 155, 


v 
ROLCOR LITHO-RED 


TRANSTAPE 
THE STRIPPING TAPE YOU CAN SEE 
THROUGH BUT CAN'T EXPOSE THROUGH 


No pinholes. Color is part of base material. 
No bleeding, oozing, shrinking, curling or 


static. Cuts easily without use of special 


cutting edge. Can be reapplied without 
tearing goldenrod surface. Extra thin 
(.0028) for better contact. Adhesive 


always stays on tape. Also available clear. 


2592 inch ROLLS x 4%" ¢ %" 2 Ya" 0 Me" eo 1” 


ROLL-O-GRAPHIC 


CORPORATION 


SEND FOR 
TRIAL SAMPLE 
AND NAME OF 
YOUR LOCAL 

DEALER 


133 PRINCE ST., NEW YORK 12,N.Y. “= 


For More Information Circle No. 459 


THe Orrice—February, 1960 





The world 


of letters 
relies on 


PRECISION TYPEWRITERS 


ee. to do the job— 


easier, faster, finer! 


Olympia precision typewriters— 
standard and portable—are 
preferred the world over for their 
quality, value and ease of operation. 
Fully-equipped with the most 
advanced and worthwhile typing 
features, an Olympia turns out the 
most exacting assignments easily 
... with crisp—uniform— 
and distinctive results. 
With over 50 years of 
manufacturing experience, every 
machine is precision-built to the 
highest standards—assuring 
quiet, consistent, trouble-free 
performance year after year. 


. Authorized Sales & Service 
Ot — the World Over 





OLYMPIA DIVISION 
Iinter- Continental Trading Corporation 
90 West Street - New York 6, New York 


For More Information Circle No. 336 


SF Lightweight Portabie 
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PAYROLL & ACCOUNTS PAYABLE 


Master-Craft Corp., Kalamazoo, Mich., 
announces the Master-Craft Pay-All plan, 
a time and labor saving method for small 
business. A company employing a few 
people may pay employees and all its 
bills in 50% of the time usually required 








foresiasbershapoet tig 


Ke 
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by conventional methods. The job is ac- 
complished with one check, two stock 
forms and without loose carbons. As em- 
ployee’s pay statement is written, earn- 
ings ledger is posted automatically. Em- 
ployee name, date of check and net amount 
are filled out and posted automatically to 


the check register which has ample col- 
umns for distribution. When bills are paid, 
vendor’s name, date and net amount of 
check are automatically posted to the same 
check register. All usual bookkeeping re- 
quirements are met as well as government 
regulations covering social security and 
withholding taxes with one inexpensive 
writing board. For More Information Circle 
No. 172. 


BALLPEN 


Waterman Bic Pen Corp., Seymour, 
Conn., introduces the Bic Click non-refill- 
able pocket pen selling for 39¢. Its features 
include mono-block construction, visible 


ink supply, complete use of all ink in the 
cartridge for long writing life, plastic clip 
as an integral part of the barrel and a 
spring mounted “shock absorber” action 
which allows the point to go up or down 


LETTER-GRAM 


The jet age business form that is unconditionally guaranteed to 


~ REDUCE YOUR CLERICAL COSTS 
v 
~V~ RESULT IN FASTER REPLIES 


or your money back! 


Each LETTER-GRAM set consists of: 

1. A 3-part Letter-Grom snap-out form 
2. A special window outgoing envelope 
3. A special window reply envelope 


LETTER-GRAM is @ cross between the letter and 
the telegram. It combines the best features of 
both; but when tofal costs are considered, costs 
less than either. 


White for Your free dample ia today! THE LETTER-GRAM CO. + 4748 CHESTNUT ST. + PHILADELPHIA 39, PA. 





For More Information Circle No. 396 
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a storage file with 


POSTS... 


Perma-Snap-Bindr works like a Post 
Binder. Save money, time & space 


Today’s high cost of post and transfer binders 
for inactive and semi-active business records, 
and storage problems has created a demand 
for economical yet suitable storage units .. . 
The answer is Perma Snap Bindrs, the only new 
and functional storage binder on the market 
today. Perma Snap Bindrs are manufactured of 
rugged, long-lasting perma kraft corrugated 
fiber board. 

Manufactured in 25 popular sizes for con- 
venient transferring of invoices, register forms, 
bill of ladings, check vouchers, order forms, 
purchase orders, pre- 
scription blanks, deposit 
slips, ledger sheets, 
columnar and journal 
sheets and most office 
forms. Write for name of 
nearest dealer. 


sNAp Patent Pending 


Pema'Binds 


SAVES TIME, MONEY AND SPACE 


OFFICE EQUIPMENT 
MANUFACTURING CO., INC. 
2212 SUMMER ST. DALLAS, TEXAS 
For More Information Circle No. 398 
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| blueprint safe is 58%” high, 234” i 
| 36%” deep. Inside cabinet is 19%” wide, 


| according to the pressure put on it. This 
| last feature relieves hand fatigue or writ- 


er’s cramp. It also permits the shading of 
letters with thick or thin lines. Three dozen 
Click pens in a display pack occupies less 
than seven square inches of counter space. 
For More Informat.on C-rcle No. 212. 


BLUEPRINT SAFE 


Momar Industries, 4176 W. Montrose 
Ave., Chicago 41, Ill., announces a ver- 
ical blueprint safe, holding up to 1000 
plans in a fireproof, burglar-proof com- 
partment. Prints are retained on 30” 
long, removable steel Glider planholders 
for quick vertical filing. Evenly spaced 
thumbnuts_ tension-hold 100 prints up 
.o 30” wide and 48” long. Filed T-topped 
vianholders are held from end to end in 


| all-steel channels with no chance of bend- 
| ing or springing. 


Unit bears the Under- 
writer’s Class C, T20 and Relocking De- 
vice Label and is equipped with the latest 


| spy-proof dial combination lock. Weigh- 


ing approximately 1000 lIbs., the vertical 
wide, 


53” high, 30” deep. Safe is made by Ever- 


| Safe Co., Lafayette, Ind. All vertical fil- 


ing components are by Momar Industries. 


| For More information Circle No. 147. 
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Savings start with your order of the new, pre 

cise Vertical 18”. Its low $1095 price is at least 
0 UW $280 below similar imeras. Offering fewer 

performance advantages. I perat { 


\ peratior yOu 


4 


py and stat costs up to 


GOODKIN he) Tare) ave hours now wasted in sending 
work out. It pays to get the full story. Write 

Qannodkin tada 

VERTICAL a aa 
ety P Ralar 

18” re ran 


CAMERA sy Semana 


~ 
WY 


Provides 3-way savings... ° 
more exclusive features = ° “°°: 
| than any other make! oon 

















GOODKIN 


The M. P. GOODKIN CO. 
Dept. A ¢ 112 Arlington Street ¢ Newark, New Jersey 


For More Information Circle No. 333 








PRACTIMATION 


The culmination of Friden’s years in 
Data Processing. A concept that so 
closely combines automation with 
practicality, there can be no other 
word for it. PractiMation is the cus- 
tom-fitting of modern office equip- 
ment to your exact needs. It means 
lower costs and far greater efficiency. 
Ask a Friden man to check your 
procedures and make recommenda- 
tions. Here is some of the equipment 
he can show you. 


A. Friden SBT Calculator — “The 
Thinking Machine of American Busi- 


ness.”’ Reduces operator decisions. 


B. Friden COMPUTYPER® (Model 
CTS)—A complete billing department 
at a single desk. Automatically reads, 
writes, computes. 

C. Friden JUSTOWRITER® — An 
automatic cold-type composing ma- 
chine. Automatic justification. 


These are only three machines. Friden’s 
full line can completely automate your 
office. Call your Friden man today. 


= Triden 


FRIDEN, INC., SAN LEANDRO, CALIFORNIA® SALES, INSTRUCTION AND SERVICE THROUGHOUT U.S. AND WORLD. 


For More Information Circle No. 377 
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COFFEE-BREAK TIMER 


Versatile Tool Co., 122 Heywood Ave., | 
Springfield, Mass., makes a timing unit | 
called Versatimer to prevent abuse of cof- | 
fee break intervais. You simply set timer | 
to length of break desired and press button 


sounding buzzer to signify start of break. 
At the end of allotted time, buzzer auto- 
matically sounds again. Comes complete, 
has no wire to plug in, is lightweight and 
portable. For More Information Circle No. 
142. 


PORTABLE P.A. SYSTEM 


Electronic Systems Engineering Co., 
2808 Dorchester Drive, Oklahoma City, 
Okla., announces the LPA-2, high intel- 


ligibility, portable public address system. 
which comes complete with microphone 
and two quality speakers. It weighs under 
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smart girl to insist 
on MECHANO FORM 


She knew what her boss wanted 
— a ledger and index paper with 
6 colors plus white, in eight 
weights for a coordinated office 
paper system. 


Only Mechano Form Ledger and 
Index has this range in 50% 
cotton fiber. Only Parsons makes 
it . . . but your printer can get 
it quickly. 


BETTER 


BPoirsons 


KING COTTON BUSINESS PAPERS 


how to get 


what you need wr 
ll 


Record Kee YOURS: RECORD-KEEPING 
Papers ® PAPER GUIDE NO. 111 


4 37d Index Cards WRITE ON YOUR BUSINESS 
. LETTERHEAD TO PARSONS 
PAPER DIVISION, NATIONAL 
VULCANIZED FIBRE COMPANY 
eekee ks HOLYOKE. MASSACHUSETTS 


For More Information Circle No. 394 
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Save money and pencil-sharp- 
ening time: switch to 
All-Rite Office Pens! 


Wile. 


COSMOPOLITAN i; 


61” long, pocket /deck mode!: 
Eight ink colors: Blue, red, 
green, black, turquoise, gold 
brown, lavender. 


#1460: Utility Pen — j 
Medium line — 39¢ ea 
#F1460: Auditors Pen — 
Extra fine line — 49¢ ea. | | 
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Mee -Rrite OFFICE-RITER EXTRA FINE LINE 522 





OFFICE-RITER 


614” long desk model: 

Four ink colors: Blue, red, 
green & black. (Barrel color 
denotes ink color). 


#52: Medium Line Pen — 
29¢ ea. 
#522: Extra Fine Line 
Pen — 39¢ ea. 




















Order from your stationer 
of write to: 
ALL-RITE PEN, INC. 
HACKENSACK, NEW JERSEY 





Aap: tessa 


For More Information Circle No. 303 


30 Ibs. and can be carried by executive 
and sales personnel to meetings and con- 
ferences. The unit uses a Limpander 
low distortion automatic audio power-con- 
trol amplifier and 1/10 watt produces out- 
standing results in small groups. It can 
be used in indoor exhibit booths without 
interference with neighboring exhibits. For 
More Information Circle No. 103. 


FORMS REGISTER 


Topper Register Co., P. O. Box 280, 
Danville, Ill., offers the Topper forms 
register which retains the original, most 
legible, copy in the machine’s locked com- 
partment. This often allows a_ two-part 
forms set do the job of a three-part set 
because there is no need to retain a second 
carbon copy as insurance against possible 


loss of the torn-out original. Topper regis- 
ters are made for forms 4-5/16” and 5%” 
wide and any length up to 9”. The Topper 
register is easy to load and to use. One or 
more carbon copies can be immediately re- 
leased. Cut carbons, rather than metal 
shields, are used when extensions on copies 
are not to appear. The register has a 
welded steel body finished in natural gray 
with chrome trim. For More Information 
Circle No. 216. 
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Genuine 


TURD 


..- if takes a good 
business case to complete 
your sales picture! 


Look what a difference STURDEX makes! 
The only business case made with the 
craftsmanship of finest leather cases 

.. . but at half the price. A sales-making 
case that’s always neat and business- 
like . . a durable case that outwears all 
others . . . guaranteed for 5 full years! 


cide 
CATALOG CASE — Your Portable Sales Display 


Here’s a salesman’s case that has “jumbo” capac- 
ity yet is exceptionally easy to handle, easy to 
carry. Box-type construction gives greater use- 
able space and orderly “file-cabinet” efficiency. 
Overfolding top opens to allow quick and easy 
access. Rigid sides and bottom retain shape of 
case. Two expanding side pockets. Double-coated 
STURDEX, molded plastic bumper rail, 2 brass 
locks and brass bottom studs add to its durability. 


5-YEAR UNCONDITIONAL GUARANTEE 


SrurpDEx looks new longer. . . always ready 
for business. So wearproof, waterproof and 
weatherproof, we guarantee it for 5 full years! 


Weathercraf 


World’s Largest Manufacturer of Business Cases Exclusively 


2320 So. Western Avenue e Chicago 8, Illinois 
SOSSSSSSSSSSESSSSSSESSSSSSHSSSESESESSESOESEEEE 


LEATHERCRAFT, Inc., 2320 So. Western Ave., Dept. A-5, Chicago 8, Ill. 


Please send full details about STURDEX, and the name 
of my nearest dealer. 


Name 
Address 


©1959 ; City Zone State. 
For More Information Circle No. 270 
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Your operator can 
feed stock with both 
hands with this 
Foot-Control Floor Model 


Sptuntt 
PAPER DRILL 


ONLY 


=o 


A price where 
most bench 
models begin, 








Faster workflow. Positive 2- 
hand control of stock. Ideal for 
women operators. A real bind- 


ery drill. 
Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 
For More Information Circle No. 401 
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XEROGRAPHIC CAMERA 


Macey Co., 13829 Enterprise Ave., 
Cleveland 35, Ohio, has designed an at- 
tachment for its Litho-Lab Camera that 
permits making a direct positive as re- 
quired for the xerographic process. This 


allows Litho-Lab users to make conven- 
tional negatives of both line and halftone 
work as well as plates for the dry, elec- 
trical copying process, on the same unit. 
This attachment is now standard on all 
new Litho-Lab Cameras. For More Infor- 
mation Circle No. 114. 


RELIEF MAPS 


Aero Service Corp., 210 E. Courtland 
Philadelphia 20, Pa., introduces 





28” x 18” plastic maps, offering three-di- 
mensional views of the world. The two 
maps show mountains and valleys in de- 
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2 it——multiplies——_adds—— subtracts——"addo-x” model 2341E automatic multiplier 
8 with——fast —fast— fast—————_completely automatic multiplication 
g priced low low low no more than a conventional adding machine 
8 you with this truly unique adding machine 


for details phone, wire or write “addo-x inc”, 300 Park Avenue, NY 22, NY, PL 5-5420 
For More Information Circle No. 308 
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BRUNING MAN teams up Copyflex copying 


machines with Teletype printer... 








Clifford Jelinske (right), of Bruning’s 
Milwaukee Branch, and Philip Beckley 
of The Trané Company, review result 
\ of unique solution to paperwork bot 


tleneck. The Trane Company is a lead 


same day shipment of orders! 


Ng, and air conditioning equipment, 
Trane Company betore 2:00 P.M 


All despite d 








Stock orders received at The are 
-hipped the same day, invoices completed the next day 
two mile distance between order department and shipping department 
Order-billing department edits orders, then transmits data on in 
expensive translucent order forms to the distant stocking-shipping 
department via Teletype printer. On receiving printer. a 5-cops factors 
order set is prod iced simultaneously 

Shipping notices from the order set are sent back to order-billing 
shipped, extensions, et« 
From these completed order 


copies No clerical trar 


shere quantities are entered on original tran 
lucent transmittal order forms 
Copy flex reproduces all necessary invoice 
of repetitive data 


same dav shipment next day invoic 
{ time and money 


scription 
g. clerical 


There vou have it 
ewriting and retyping eliminated at a big saving o 


The Bruning Man in your area Cart 
help you slash paperwork, speed major, 


( ) n ts Best! 
BRUNING Gens Denying at ts company operations. He's backed by 
f) @ company with over 60 years’ expe! 
n principal U.S, 


ice. He's located 


7 yHlex Cite n Canada: 103 Church Street, 
Toronto 1, Ontario. Home office: 


Mount Prospect, Illinois 








For More Information Circle No. 295 
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tailed relief that stands up about 4%”. The 
50-state-U.S. and world maps are said to 
be particularly useful and decorative in of- 
fices, conference rooms and reception lob- 
bies. Maps cost $9.95 each and are made 
of a durable vinyl plastic said to be so 
tough you can walk on it. Scales are re- 
spectively, world 962 miles per inch; U. S. 
117 miles per inch. For More Informa- 
tion Circle No. 175. 


OFFSET 
BEARING 


Metron Co., 39S. 
Euclid Ave., Pasa- 
dena, Calif., makes 
a replacement bear- 
ing for the lower 
feed roller of Mul- 
tilith Models 296, 
1200, 1250, 1250X, 
1260 and = 1275. 


COMPARE 


SATILITY OF 
THE FOLDER 


TAB 


GREATER VISIBILITY 


Smead: 


be improved as the paper is fed evenly 
to the impression roller. The manufac- 
turer says X-7 can be installed with a 
screwdriver in about a minute. Price is 
$6.95 postpaid. Dealer inquiries invited. 
For More Information Circle No. 119. 


TELEPHONE GERMICIDE 


Steriphone, Dept. O, 103 Park Ave., 
New York 17, N. Y., distributes Steriphone 


FLEX-I-VISION 
4 Hanging! Folders 


SEG. OS. Pat, OFF, 








You'L- SEE THE DIFFERENCE 


IT’S INTHE 


AND THE VER- 


SPEEDIER ATTACHMENT 


LONGER WEAR 


| A FOUR WAY FOLDER 
| front or back tabbing 
} or } positions 


Called the X-7 
Speed Bearing, it is 
claimed to reduce 
the wear on the 
lower feed rollers 
at least 50%, while 
reducing make- 
ready time. The 
former method of 
adjustment — using 
two screwdrivers 
and an extra hand 
—is said to be re- 
duced to a finger- 
tip operation. Reg- 
istration is said to 


Smead 


MANUFACTURING CO. 
Hastings, Minn. 


ALL METAL TAB 

—CAN BE USED 

FOR INDEXING FILE 

POCKETS—CATALOGS 
SWATCHES, ETC 


' SEND US FREE LITERATURE 
‘ ON YOUR FLEX-I-VISION 
' HANGING FOLDER LINE. 
Name . 
' City ... 

State 
Attention: 


For More Information Circle No. 400 


Tue Orrice—February, 1960 





germicide for telephone mouthpieces which 
may carry billions of disease-breeding 
germs. Germs spread by unsanitary tele- 
phone mouthpieces are said to be con- 
tributors of cold infections. One quick 
swab with cloth over the telephone mouth- 
piece leaves it clean and germfree be- 
cause Steriphone disinfects and deodorizes, 
leaving a protective sanitary film. Available 
in the following sizes: 6 oz., $1.10; 8 oz., 
$1.40; 16 oz., $2.35. For More Information 
Circle No. 207. 


PAPER CUTTER 


Safety Cutter Co., Box 696, Menlo Park, 
Calif., unveils the Slide-n-cut for cutting 
bonds, book papers, cover stock, carbon, 
tissue, crepe papers, acetate or plastic 
sheets, light bristol board and light leath- 
ers. It has no exposed guillotine blade— 
the completely enclosed cutting edge can- bond evenly, at one stroke. Clearly marked 
not come in contact with fingers or hands. angle guides and inch-rules at both sides of 
Automatic clamp holds material, making blade-line make straight or angle trim- 
slipping and fanning of multiple sheets ming simple, rapid and accurate. Four- 
impossible. Cuts up to 12 sheets of 16-lb. edge cutting blade is said to provide ex- 


new streamlined 


Letter Trays 


smartly styled for contemporary offices 


Units stack to save desk space 

Open front keeps papers accessible 
Base grooved—easy to grasp papers 
Back-sloping design holds paper in place 
Rubber feet on base protect desk tops 
Unbreakable, snag-proof, wipes clean 








Single Tray with 4 Risers Available in Grey, Beige, Mist Green 


CALL YOUR DEALER OR WRITE: 
RUBBERMAID INC. COMMERCIAL DIVISION 
* WOOSTER, OHIO OR COOKSVILLE, ONTARIO 


For More Information Circle No. 395 
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ACCO BINDS BFST 


COSTS LESS 








Acco binders secure records, invoices, catalogs, 
safely—papers can’t slip out. No needless bulk! 
Unlike ordinary binders, trim, space-saving Acco 
binders slim to their contents—whether 1 sheet or 
1000 sheets. 5 colors. Many sizes — from 36 ¢ up. 


ASK FOR ACCO's new booklet ® 
mace ACCOPRESS 
—available free at office outfitters. 

GENUINE PRESSBOARD BINDERS 
Or write: ACCO PRODUCTS, 
A Division of Natser Corporation, Ogdensburg, N. Y.- In Canada: Acco Canadian Co.. Ltd., Toronto 


For More Information Circle No. 299 @ eGo. 1 








@ With the April 1960 issue, 
THE OFFICE celebrates its 25th 
anniversary. Readers can look 
for much of historical value and 
interest in the April issue of 
this pioneer office management 


and methods publication. 


TULLE es 


VAM 


PE 


ceptionally long service. Replacement re- 
quires only removal of one thumb-screw. 
Rubber grip-pads under lightweight Mason- 
ite board hold cutter to any type surface. 
Four models are available with cutting 
capacities from 12” to 30”, priced from 
$19.95 to $39.95. For More Information 
Circle No. 104. 


LABEL DISPENSER 


Allen Hollander Co., 385 Gerard., New 
York 51, N. Y., has developed a high- 
speed dispenser for pressure-sensitive pin- 
feed labels. The Able-Stik 2-Way Dispenser 
delivers pressure-sensitive labels, ready for 
application on envelopes, cards, folders or 
other materials, without moistening, heat, 
glue or other preparation. Labels im- 
printed on data processing equipment can 
be applied to forms at up to 3000 per 


= | hour. Fanfolded flat packs or rolls of labels 


AULT 





| up to 6%” wide are accommodated. Load- 


ing is fast and simple. Dispensing is con- 
trolled by a foot pedal, leaving both hands 
free to handle material to be labeled. A 
deep throat allows correct postioning of 
most materials so that a single motion 
affixes label and exposes next item to be 


| labeled. Unit handles both fanfolded flat 


: | packs and rolls; can also be used for spe- 


cialty die-cut or slit type pressure-sensitive 
labels commonly used in packaging, ad- 
vertising, pricing, etc. For More Informa- 
tion Circle No. 159. 
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Achieve your own 





© EXPANDS FILING SPACE 


© SPEEDS WORK © LOWERS COSTS 
© EASY TO INSTALL © SAFE TO USE 


TractT-A-FILE adds to filing capacity —subtracts from filing 
time —often pays for itself in first year. Volume storage simpli- 
fied. Uses ‘Shome”’ (hanging type) folders or your present 
folders and movable followers. Single row of stationary 
Tract-A-FILE cabinets (in letter, legal, and special-sized 
models) supports up to two rows of easy-to-move cabinets in 
front by means of overhead rails. No wall or ceiling suspension. 
Separate cabinets formed as desired by stacking 3- or 4-shelf 
units. Send for detailed Bulletin. Sales territories available. 


116 So. SEVENTH STREET 
PRODUCT Ramsey - 
COMPANY PHILA. 6, PA. (MArket 7-0879) 


For More Information Circle No. 358 
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WORDS 
Start a girl up 
the ladder to a 


better job with 
more money. 


** Erase Without” 


p> 


a Trace! 


Get famous 
A.W.Faber 


ERASERSTIK: 


The original grey eraser point 
—always best for erasing. 





—used by more 
able secretaries 
than all other 
pencil shaped 
erasers combined. 


REG. TM 666,508 


70998 with brush 20c. 7099 
without brush 10c. Insist on 
the original and genuine 
EraserStik by registered 
trade mark. 


SAPHIR Hand Sharpener 


works like magic. Gives you 
the correct point on your 
EraserStik—then stops 
sharpening. If you use one, 
you need the other. Ask your 


Stationer. — ' 


iy” 


A.W.Faber-Castell 


Pencil Co., Inc., Newark 3, N. J. 





ER EHSRASERSTIK CAL SERVICED 5.4. 7099 
AW.FABER 





Shaped like 

a pencil, it 
sharpens like a 
pencil to any 
style point you 
prefer—bliunt, 
medium or 
slender. 


For More Information Circle No. 416 


200 


CARBON RIBBON 


Best Industries Inc., 1406 Ponce de Leon 
Blvd., Coral Gables 34, Fla., introduces 
Tensilar Typing Tape, a carbon ribbon 
made of tough polyester film 1/1000” 
thick. Tensilar is designed for corre- 
spondence, photocopy work, xerography 


RRR mR CR RR rr 


and offset masters. It makes sharp car- 
bon copies, free from fabric pattern, keeps 
type key faces lint free. Because of its 
thinness, a roll of this ribbon is about 
twice as long as carbon paper ribbon. 
It is also much stronger and will not break 
mid-roll in the machine. Leader-tape is 
gummed, and_ Tensilar automatically 
threads itself, saving time and trouble. 
For More Information Circle No. 106. 


APTITUDE TESTS 


Aptitests, 31 S. Carpenter Ave., In- 
diana, Pa., has developed a new series of 
eight aptitude tests to make reliable per- 
sonnel testing easy and economical. The 
tests, by leading psychologists, are intended 
to give personnel administrators a scien- 
tifically reliable assessment of intelligence, 
personality traits and specific job aptitudes 
and abilities. Tests are easy to administer 
with rapid scoring and quick, accurate in- 
terpretation within the using organization, 
without special training or previous ex- 
perience of personnel. This makes the cost 
of the tests the only cost involved, elimi- 
nating extra charges for scoring and inter- 
preting. The tests accurately measure gen- 
eral mental ability, arithmetic ability, gen- 


Tue Orrice—February, 1960 





eral clerical ability, stenographic and 
secretarial skills, general mechanical 
familiarity, mechanical knowledge, sales 
aptitude, and personal adjustability. All 


- a |E 


ee Ee. 





General Mental Ability Test 


—» A plibests 





Aptitest orders include free scoring de- 
vices and complete instructions. For com- 
plete information and workable sample, 
Circle No. 181. 





against fraud 


AMERICAN 400 PORTABLE 
ELECTRIC PERFORATOR 


SPIRIT DUPLICATOR 


Du Prints, Inc., 1502 S. Main St., Los 
Angeles 15, Calif., unveils the improved 
Windsor spirit duplicator with new type 
paper feed tray that features front paper 


separators in place of rubber retainer pads. 
Designated the Model 25H, the unit in- 
cludes pressure dial, reset counter, raise 
and lower device, accurate registration, 
fully geared mechanism, and all duralumi- 


The American 400 perforates thou- 
sands of items an hour. It offers a 
foolproof permanent way to cancel, 
date, number, validate, void, receipt 
or otherwise mark paper — through 
many carbons. Automatic paper-trip 
operation.. Choice of 1, 2 or 3-line 
copy, including changeable date or 
number. Quiet, powerful, handsome, 
occupying space of only 614 by 13 
inches. A leader in the field since 1910, 
American makes a full line of per- 
forators. Write for literature to 
American Perforator Division, Heller 
Roberts Mfg. Corp., 700 Jamaica Ave., 
Brooklyn 8, N. Y. 


HELLER ROBERTS 


Manufacturing Corporation 


For More Information Circle No. 421 
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STORE ’EM 


PRONTO 


FILE "EM 


PRONTO 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 


20 DIFFERENT SIZES 
a size for every office record 


LETTER 


SIZE 


CHECK 
SIZE 
Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
Demonstration at your convenience. 


a 
] PRONTO FILE CORPORATION 
| 415 Madison Avenue, New York 17, N. Y. 


| ( Please send me your latest Pronto catalog 
() Have your representative call for demonstration. 








Zone___State 





SRRRERANRSAARR RRR ReS ee 
For More Information Circle No. 463 


num die-cast frames. It will automatically 
feed sheet sizes from 3” x5” to 9” x 14"; 
requires one turn of the handle per copy. 
For More Information Circle No. 118. 


GLUE PEN 


Scotty Engineering Co., 8 Minna St., 
San Francisco 5, Calif., offers a glue pen, 
described as foolproof. Using mucilage, 
| it is readily refilled from a quart bottle, 
| and provides the utility of glue in the 
convenient form of a pen. Unit is made 





of heavy plastic and is always ready for 
use. Simple plunger dispensing valve 
avoids surplus adhesive at the tip. To 
cover a large area, flow can be increased 
by loosening the top. Drawer model is 
$1; desk-top pen is $1.50. For More In- 
formation Circle No. 173. 


FILE BINDER 


Maher Records Binding Co., 1846 West 
34th St., Chicago, Ill., makes a file binder 
that serves for regular use, then when the 


contents are destroyed, the binder can be 
reused. Any standard punch may be used. 
It has six 1” sectional posts of steel piano 
wire, in spirals, cadmium plated, highly 
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NEW ROYTYPE VISI-COTE STENCIL 
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Here it is—the plastie-coated duplicating 
stencil—specially developed for: 

* ease of reading « clarity of copy + extra 
strength for heavy duty - longer runs » economy 
Your Roytype Representative can show 
you how you can improve your office pro- 
duction with the new VISI-COTE—< all him 
soon. For FREE TRIAL SAMPLE, just fill out 
and mail this coupon today. 


ROYTYPE 


ribbons, carbon papers, quality 
supplies for all business machines. 


ROYTYPE, Royal McBee Corporation 
Westchester Avenue, Port Chester, N. Y. 
Please have your Roytype Representative 
bring mea FreeSample of your new VISI-COTE 
Stencil. 


Name 





Company 





Address 





a State... 


eeeeveeeeeeeeeeeeeeeereeeeeee 


Product of Royal McBee Corporation, World's Largest Manufacturer of T-pewriters 


For More Information Circle No. 325 
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flexible and strong. This enables even a 
thick binder to open flat and permits read- 
ing to the binding edge. Posts need no 
cutting for permanent binding. One merely 
removes top section of the posts and in- 
serts furnished screws with burrs and wash- 
ers. Posts have plastic caps to aid insert- 
ing sheets. Caps are removable and may 
be placed on top sections as binder ex- 
pands. Covers are .143 binder board for 
sizes up to 11”x15” and .164 binder 
board for larger sizes; covered with 8 oz. 


blue sateen canvas for hard, long usage. 
Bottom cover has a narrow canvas iden- 
tification flap although full backs are avail- 
able. Small diameter spring posts for tabu- 
lating sheets and other forms with ¥%” 
holes, and %4” and 5/16” posts are avail- 
able. For More Information Circle No. 
134. 


REPRODUCTION FILMS 


Di-Noc Chemical Arts, Inc., 1700 Lon- 
don Road, Cleveland 12, Ohio, introduces 
Dinoflex Films for 





COLLECT SLOW-PAY ACCOUNTS FAST! 
12 Phrase COLLECTION STAMP Gets RESULTS! 


‘WE aprecciaTE 
YOUR BUSINESS 


AND HOPE You 
ARE PLEASED 


wort YOu SEO Tse 


reproduction of en- 
gineering drawings, 
maps, plans and 
renderings. These 
films can be used 
to produce inter- 
mediates, second 
originals, archival 
copies or repro- 
ducible negatives 
and positives. Ex- 
pensive first origi- 
nals are thus pro- 
tected against dam- 
age and wear from 
repeated use. Other 
advantages include 


~~ rr 


22+ FRIENDLY REMINE 
Test Your arc. ©, ove te” 
Rees 2 cree 


 leiiowpiiaedie A Lat 
Wet wet + * AER 

| 

amo vous eeecrtauce ™ 4D’ 


improved line 
quality and legibil- 
ity, faster printing 
speed, accurate 


COPTaPMLY RATE TO HOUND TOU 
FOR- THES PAST DUE ACCOUNT. . 


PLEASE REMIT 


It’s revolutionary! NEW! 
1 Collection Stamp with 12 power- 
packed phrases to put just the 
right pressure on your slow-pay 
eccounts. EASY TO USE: select 
phrase ... dial key number... 
stamp statement... 


Order TODAY from your Dealer 
or Write for brochure: HOMS 
Dial-A-Phrase Stamps, Dept 0: 


1314 


=< 
rucase re ae vil 
get RESULTS. Mpatesta 


HANDS — UNLESS 
PAYMENT & eECEWEO AT ONCE 


DOUGLAS HOMS CO. INC 


ROLLINS 
BURLINGAME 


facsimiles for ref- 
erence or revisions 
and no deteriora- 
tion during long 
storage. Films are 
on polyester base 
—tough, long-last- 
ing, kink-resistant. 
They will not tear 
or become brittle 
and endure temper- 
atures to 200° F. 
They also provide 
reliable dimen- 
sional stability. 
Dinoflex Films are 
available in the fol- 
lowing three types: 


Oe sa 


a GE REGRET IT 
TOR AE THIS 


ROAD 
CALIFORNIA 


For More Information Circle No. 445 
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CCALCULAGRAPH? 


Here’s how Calculagraph, and only Calculagraph, does it! 


Automatic 


foolproof 


MAY 


elapsed time The Calculagraph computer completely elimi- 


nates time-consuming, error-producing manual 
computations to obtain elapsed time for labor 
r e c O r d S costs. The exclusive Calculagraph principle auto- 
matically computes the “difference” in starting 
and finishing times and prints the elapsed time 
in hours and minutes or in hours and tenths 
for any (as shown). Arrows indicate the exact elapsed 
time. It can be “programmed”, too, to subtract 
all “idle” time such as lunch periods, ete. No ex- 
CO Sst system pensive changes are necessary to include Calcula- 
graph in your cost system, regardless of what it 
is. Write today for complete information and 
enclose samples of your job tickets. 


INDUSTRIAL DIVISION 


CALCULAGRAPH Company 313 Sussex Street, Harrison, N.J. 


For More Information Circle No. 397 





AUTOMATIC ELECTRIC STAPLER 


Get a fast, accurate, dependable 
Staplex to do all your stapling. 
Don’t let work pile up . . . don’t 
waste irreplaceable minutes with 
antiquated stapling methods. Get to 
that job with Staplex . . . and you'll 
get it out in record time! 


Staplex is completely automatic 
...banishes boredom and fatigue 
... boosts employee morale... puts 
dollars in your pocket with savings 
in time, money and energy. 


Send this coupon today! 


THE Stoplex COMPANY 


775 Fifth Ave., Brooklyn 32, N.Y. 


[.) Show me STAPLEX in action! 
[) Send me further information 


NAME 





COMPANY 





ADD°ESS 
€ 1960 The Staplex Company 





For More Information Circle No. 428 


Contact Clear (.004” and .007”), Contact 
Matte (.004” and .007”) and Projection 
Matte (.004”). The high-resolution emul- 
sions provide high-clarity reproduction of 
pencil, ink or scribed drawings. Choice 
of three emulsions meets every engineering 
department need where negative - positive 
contact or projection methods are used. 
Matte surfaces permit pencil or ink cor- 
rections, erasures or additions. All films 
are available in packages of cut sheets to 
40” x 60” and rolls up to 42” wide. For 
More Information Circle No. 117. 


FIREPROOF RECORDS CHEST 


Ever-Safe Co., Div., Schwab Safe Co., 
Lafayette, Ind., announces addition to its 
line of insulated products of a complete 
unit for storage of valuable irreplaceable 
records. Two posting trays fit neatly in 
this insulated fireproof storage chest which 


has 15%” U. L. approved insulation that 
gives it a Certified Fire Protection rate to 
withstand 1700° F. heat for one hour. A 
key lock is standard equipment. Each post- 
ing tray has a capacity of 2000 ledger 
sheets. For More Information Circle No. 
240. 


ORANGE CARBON PAPER 


Carter’s Ink Co., Cambridge 42, Mass., 
makes Reproduction Carbon that increases 
the opacity of typed or written original 
materials. It transfers a high intensity or- 
ange pigment to originals made for use 


| in copying machines, increasing legibility 
| in the original and resulting in clear easy- 
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SPECIFY 


VIRCO: 


AMERICA'S FINEST FOLDING CHAIRS AND TABLES 


You save on the original price, and you save on replacement—because VIRCO 
folding chairs and tables are built for years of rugged service... priced to 
meet any budget. Folding chairs and tables may look alike, but when you compare 
them point-by-point—for advanced design, structural use of Vircoloy steel 
(up to 20% stronger), and beauty—you'll find VIRCO furniture ahead 
of the field in value and lasting satisfaction. 


qe OPER on 


VIRCO-MATIC Series of 
Cafeteria and All-Purpose 
Folding Tables adjust 
easily to any height from 21” 
to 31”—in one-inch 
increments. Heavy gauge 
tubular steel legs and 
non-glare linen pattern 
Vircolite plastic tops 
banded with 

aluminum. 


te ere 


VIRCO +127 ALL-METAL 
FOLDING CHAIR 


Tubular steel construction with 
three fusion-welded braces. 
Tubular steel reinforcement in 
front legs at seat pivot 

point, also under forward 

edge of seat. Metal 

capped legs with 

durable rubber 

crutch tips. 











siaaes : FREE! New catalogue showing VIRCO’s complete line 
Four VIRCO folding chairs of church and institutional folding chairs and tables. 
support 4,056-pound Write today to: 


Ford Station VIRCO MFG. CORPORATION 


Wagon Dept. 0-2, P.O. Box 44846, Station H. 


Los Angeles, California 











For More Information Circle No. 399 
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to-read copies. Besides high opacity, the 


fully automatic. ais | carbon gives smudge-free performance, 


erases easily and handles cleanly. It gives 


et modest| | excellent reproduction with pencil, pen, 
y y | ballpoint and ruling pens as well as elec- 
| tric and manually operated typewriters. 


pr ic ed rie | For More Information Circle No. 113. 


ROTARY CARD FILES 


Cushman & Denison Mfg. Co., Carlstadt, 
| N. J., announces the Whirl-O-Dex line 
| of rotary card files in 19 models in five 
series. Capacities of units range from 250 
wo 208. 26" « ©,” 3°. «x: 3S" ond 
4” x 6” cards. Cards are not pre-mounted 
but conveniently packaged to eliminate re- 
moving cards from a pre-filled unit before 


time recorder 


Accurately time is registered the in- 

stant the time card is inserted .. . ae a 

in two colors and correctly posi- | writing, and prevent soiling cards before 

tioned, with IN and OUT separated use. Cards in six colors have Whirl-O-Dex 

| Card Lock punching for positive position- 

ing on the dual tracks. This eliminates acci- 

8800 Time Recorder costs Jess than | dental dropping-out; allows tie removal 

a good typewriter. Send today for by a simple peeling action. Cards can be 

full details. . | interchanged from unit to another employ- 

| ing the same size card or larger. There are 

~™ LATHEM TIME RECORDER COMPANY | | models for floor and desk-top models, with 

88 Third Street, N.W. Atlanta, Ga. and without locks. For More Information 
Gentlemen: Without obligation, please send | Circle No. 163. 


me full information, including prices, on the 
completely automatic 8800 Time Recorder. 


coum | SWIVELING SIGN FRAMES 

—* | Milligan Corp., Box 10615, Pittsburgh 
35, Pa., makes Swivel-Action Sign Frames 

which are easy to install, attractive in ap- 





in two columns. Impossible to over- 
print. Yet this completely automatic 











Zone___State 





For More Information Circle No. 417 
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17 kinds of jobs FINISHED BY 5:00 


.--on the Photostat Offset Duplicator 


hotostat® Offset 
hine handles 
weights, sizes and i 
makes only a simple chang 
x 11” Cor larger) to postcard 
Need routine office forms— 
circulars? Just feed them into 
Offset Masterlith Duplicator.* 
You’ halftone illustra- 
1 get fast produc- 


he exclusive re- 


Photostat Corporation means all 
these... 

PROJECTION PHOTOCOPYING 
equipment and supplies 

OFFSET DUPLICATING equipment and 
supplies 

PROCEDURAL MICROFILMING 
equipment and supplies 

OFFICE COPYING equipment and 
supplies 


movable inker lets your 
rs without wash-up 
You save on any job you run on the 
Photostat Offset Duplicator—many customers 
find these savings pay for their ipment. 
ANY kind of job produ best on the 
-hotostat Offset Dupli 4 like a 
roof-Demonstration, write 1 1 send 
a representative. He can also tell you about 
Photostat’s many convenient purchase plans 
and help you choose the one tha 
you best. 
* Manufactured exclusively for Photos:at Corp. 
by Whitin Machine Works, Whitinville, Mass. 


operator 


serves 


PHOTOSTAT CORPORATION 
DEPT. TO21-1 ®© ROCHESTER 3, NEW 


YORK 


SUBSIDIARY OF Itek CORPORATION 


For More Information Circle No. 354 
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The 
biggest 


Re ee 


aalalelicss 
le 
business 


For More Information Circle No. 337 
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16” for signs up to 3/16” thick; under $4. 
Price list on request. For More Informa- 
tion Circle No. 111. 


JOB CONTROL SYSTEM 


Job-N-Velope Co., 154 Nassau St., New 
York 38, N. Y., makes reusable job en- 
velopes of heavyweight red rope wallet 
stock in size 23” x 1642”. Two brass eye- 
lets hold a prong paper fastener for at- 


pearance and low in cost. They elimi- taching job ticket to envelope which holds 


nate the need for 
expensive replace- 
ment of sign 
frames broken by 
maintenance crews, 
moving of large 
equipment, vandal- 
ism, etc. Installa- 
tion is rapid and 
simple. Mounting 
bracket attaches to 
wall with two 
screws. Frame at- 
taches to bracket 
with two screws. 
Sign inserts are 
quickly changed by 
removing two 
screws. Frames are 
heavy, non-rust ex- 
truded aluminum 
that polishes to a 
gleaming lustre. 
Six stock modeis 
meet all normal 
requirements. Spe- 
cial sizes on re- 
quest. Swivel 
mounting enables 
frame, if knocked, 
to fold back to- 
ward the wall with- 
out screws pulling 
loose and with no 
damage to frame. 
Use of transparent 
vinyl eliminates 
glass breakage. 
Stock Models from 
> cD te 7" x 





CHANGE 
NUMBERS 
QUICK 

AS A 


Force Quick- 
Change Numbering 
Machines permit in- 
stant changes of 
numbers regardless 
Leeeee* of sequence. They 
are ideal for numbering bank books, work cards, 
yardage tickets, drug and chemical labels, file 
folders, jackets, coded job tickets. Indicator fig- 
ures alternately colored for easy reference. 
Heavy-duty model has %” figures, available with 
up to 16 wheels. Write for catalog. 


For More Information Circle No. 444 
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MAKE SHORT WORK OF LONG LISTS! 


ACME VISIBLE JUST TYPE. 
PHOTO PANELS #P a ro 
Just slip in a new card \ _ . ’ 


instead of retyping 
a whole list 


Make changes in minutes! Each 
item on your price or parts list 
. . » your catalog, directory or 
index is typed on a separate 
card. This slips securely into 
an Acme Visible Photo Panel 

. ready to be photographed 
for duplicating. No type to set. 
And, to make changes, just 
remove old cards, type and in- 
sert new ones. No redoing. 
Acme Visible can also prepare 
and maintain lists for you. Send 
coupon for details. 


Photo raph . print 
Ee VISIBLE with Standard office duplicating equipment 


Acme Visible Records, Inc. 
2202 West Allview Drive, Crozet, Va. 


Please send free booklet on Photo Panels for 
time saving preparation of directories, cata- 
logs, price and parts list, etc. 

Name. 
Title = 
Company. 

Address. 

City. State se 
oe A MN SE REE EE Set en Rew 


























For More Information Circle No. 338 
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all materials for jobs such as those in art | 


—* BDierecolcelrolanalal= 
and design studios, ad departments, print 
shops, architects’ and engineers’ offices, etc. | stlumiuum 
Job-N-Velopes are $10.80 a doz. Job 
COAT and HAT 
RACKS 


Styled to harmonize with fine ap- 
pointments, these smart wardrobe 
units are quality built of closed-end 
aluminum tubes rigidly held in cast 
aluminum brackets. Permanently 
beautiful in “clear” or ‘“‘gold” an- 
odized finishes. Mount at any height, 
on any wall — singly, end-to-end or 
in tiers, to give any desired capacity. 
Brackets adjustable to exact centers. 
Come in lengths by the even foot 
up to and including 8 feet. 


Write for Bulletin DL-10 


ticket forms are $9.50 for 500. A metal 3 BASIC SHELVES 
eee 


rack for filing the envelopes is $14.95. 
A sample Job-N-Velope is $1. For a 
brochure describing this system, Circle No. 
179. 


FORMS RULER Shelf No. 21 


Rol-Ruler Co., Box 164, Riegelsville, has full length Hanger 
> Rail extending 11-5/8 
Pa., announces the Rol-Ruler, a patented >> from wall. 
plastic German made 12” ruler for draw- 


ing parallel horizontal and verticle lines in 


Shelf No. 31 

has staggered, diecast, anchor- 
style coat hooks instead of Coat 
hanger rail. 


Shelf No. 11 
general utility shelf or for extra 
hat sheif above types 21 or 31 


ad 
measured distances without lifting the ruler 
from the paper. Rollers allow easy move- | 
ment of the ruler up and down when | 
drawing lines. A spiral index window | 
measures distances between lines as close 
as 1/16". This time saving and simple | 
way to draw straight lines is particularly 


Packaged— Ready to put up 


Mm VOGEL-PETERSON CO. 
| Rt, 83 and Madison St., Elmhurst, Illinois 
For More Information Circle No. 427 





Automate your 
Multilith with 
the new ATF 
Program-Matic 
Control System 





@ Simplifies duplicator operation 
@ Controls press run automatically 
@ Cuts paper waste and press downtime 


An ATF Program-Matic Control System 
on your Multilith 1250 virtually eliminates 
paper waste, and gives your operator 
single-handle control over all duplicating 


operations in proper sequence. It permits | 
one operator to handle more than one | 


duplicator at a time. 
Counter can be preset for any number 


of copies, and duplicator stops automati- | 


cally at the end of run. You can also stop 


the duplicator at any time...and then | 


resume without losing count. 

(Models also available for ATF Chief 15 
and Whitin Masterlith) 
American Type Founders 
200 Elmora Ave., Dept. O, Elizabeth, N. J. 


Please send descriptive folder on ATF 
Program-Matic for 








NAME TITLE 





COMPANY 





STREET & NO. 





CITY ZONE STATE 


For More Information Circle No. 420 
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| useful in offices for forms ruling. 


(make) duplicator. | 
| a liquid resin of polyvinyl base 82.3% 


| and dries 


Price 
$3.95. For More Information Circle No. 
235. 


INDEXING TAPE 


Tape Indexes, Inc., 512 E & C Bldg., 
Denver 2, Colo., makes Cel-O-Tab index- 
ing tape. This is Scotch transparent tape 
printed with two-color alphabet letters. It 
makes a strong, flexible index tab that 
won't break or tear in normal use and is 
convenient for indexing catalogs, rate 


books, dictionary, telephone directory, etc. 
Red or yellow tabs are easy to read from 
any angle. Tape is packaged in handy 
roll dispenser with tear-off bar and is per- 
forated for proper separation of index 
tabs. Available in single and four alphabet 
rolls at 59c and $1.89 in 12-roll displays, 
half red and half yellow. For More In- 
formation Circle No. 166. 


ADHESIVES 


UHU Products Corp., 820 Greenwich 
St., New York 14, N. Y., reports addition 
of two glues to its family of adhesives im- 
ported from West Germany. UHU-Hart is 
for wood, balsa and other ron-resilient and 
non-porous surfaces; UHU-Plast is for 
plastics and polyesterol. The original 
UHU-all-purpose high concentrate glue is 


solid. UHU-Hart, which sets in seconds 
instantly, is hot-fuel proof, 
waterproof and transparent, and is said 


| to meet highest specifications for strength 


and holding power. UHU-Plast, a newly- 
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Standardize on 


Hamilton Bond 


... because your work is as good as your bond 


Your offset duplicating machine recognizes a fine 
bond. That’s why it turns out perfection jobs every 
time you use Hamilton Bond. Here is a formation 
which is handsome, clear and uniform—which as- 
sures a level printing surface. Here are precision 
cutting, moisture-proof wrapping. And there is 
never any lint or fuzziness. The white is a bright 
fluorescent white, and there are 11 practical colors 
for every business need. See your Hamilton mer- 
chant for swatchbooks and a free sample package 
—or write direct. 


Hamilton Paper Company, Miquon, Pa. 
Mills at Miquon, Pa., and Plainwell, Mich. 
Offices in New York, Chicago, Los Angeles 


For More Information Circle No. 305 
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Small Investment— 
Big Dividends in 
OPERATOR EFFICIENCY 

= ert 


— 


SORTKWIK ° 
The Modern Aid to Handle Papers Faster 


Old-fashioned rubber fingers or messy 
sponges handicap finger dexterity where 
it counts the most—operating your auto- 
mated office machines. 


With SortTKwik Operator picks up 
papers as fast as dexterity permits. Just 
a touch on fingertips creates a greaseless, 
stainless, tacky film . . . makes it easy to 
pick up papers of all kinds. Even new 
currency, smooth-finish papers, index 
cards, NCR paper are a cinch to handle 
with SORTKWIK. 


Wherever paper handling is a problem, 
you'll find that SorTKwIK helps do the 
job faster, more conveniently. Thou- 
sands of businesses have been using this 
handy fingertip preparation for years as 
a staple office supply item. 


Why not iry it in your office and find 
out how clerical production goes up while 
clerical costs go down? 

onty 50c EACH AT YOUR STATIONERS 


or mail coupon direct to 


1 
|LEE PRODUCTS COMPANY | 


I DEPT. 0-2, 2736 Lyndale Ave. So., Mpls. 8, Minn, | 


|_| Please send me 2 regular size containers | 
for $1.00 postpaid. 














For More Information Circle No. 425 


| developed quality adhesive for plastic re- 


pair, is hot-fuel proof, transparent and 
fast-drying. Glues have applicators for 
hard-to-reach places. UHU-Hart retails at 


49c, UHU-Plast at 25c, and UHU-all-pur- 
pose glue at 25c, 49c, $1.49, with larger 
sizes on request. For More Information 
Circle No. 139. 


FURNITURE 


Nethfacts, 1 Park Ave., New York 16, 
N. Y., has a special contract sales divi- 
sion for furnishing of offices, hotels and 


institutions with specifically adapted pieces 
for individual needs. Nethfacts is U.S. 
representative for leading Dutch manufac- 
turers of furniture. The contract division, 
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Custom Built Business Equipment 
Improves All Office Procedures 


NO TWO BUSINESSES ARE ALIKE. Your business has operating 
methods, a personality and individuality all its own. So doesn’t it make 
good sense to invest in business equipment designed to fit your particular 
operation . . . rather than having to adjust your operation to fit equipment 
that happens to be available? 


LeFebure custom-builds sorting, cash handling, mail handling, filing, record 
keeping and accounting equipment for industry, commerce and institutions. 
LeFebure custom-building assures you greater efficiency . . . full capacity 
with easy accessibility . . . utilization of all space . . . solid strength and 
durability . . . insulated housing for protection of all contents . . . and 
complete operator comfort. 


A careful analysis of standard units frequently shows the real savings that 
can be effected with custom designed equipment. Perhaps there’s a possi- 
bility in your office. Let’s find out. 


Le fFebure Buscess Systems and Eguyoment 


LeFebure Corporation, Cedar Rapids, Iowa 


An Affiliate of Craig Systems, Inc., Lawrence, Mass. 





For More Information Circle No. 323 
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a giant 
of a 
performer 


at a midget price! 


An ideal portable 

spirit duplicator, the 
PICCOLO... made by 
ORMIG. Its advanced design 
gives you all the advantages 
of large, expensive models 
at a down to earth price. 
The perfect duplicator for 
any small business firm, 
hotel, motel, restaurant, 
school or club. 





sensibly 
priced at 


75 


plus federal 
excise tax 








With this rugged, compact 
machine you'll make copies 

of anything typed, handwritten 
or drawn up to 9” x 13” in size, 
(in 5 colors if you choose) 

on any type of paper from 
tissue to card stock. 


Write us for dealer nearest you. 
: DEALERS: The PICCOLO is available 
For More et to you in almost every city in 
Coe coe the U. S. on a non-exclusive basis. 


COPY-CRAFT, INC., Dept. 2:0, 105 Chambers St., New York 7, N. Y. » BA 7-4150 


CARBON PAPER & RIBBONS « 


DUPLICATING, PHOTOCOPYING & SYSTEMS MACHINES & SUPPLIES 





under supervision of Harry Sooker, Neth- 
facts vice president and national market- 
ing director, will create and sell modern 
Dutch furniture for all applications. Deco- 
rators and office planning consultants can 
work directly with Mr. Sooker on the crea- 
tion of pieces made especially for a par- 
ticular office. This service is without 
charge to the buyer. Furniture includes 
chairs, cabinets and combination cabinet- 
bars for offices, reception areas and lob- 
bies of offices and hotels. For More In- 
formation Circle 
No. 131. 


CONTINUOUS assay USE 
PRINTERS we 
Pryor Marking 

Products, 434 S. 

Wabash Ave., 

Chicago 5, Ill., an- 

nounces its Roll- 

A-Matic Multiple 

or Tandem Con- 

tinuous Roll Print- 





ers, that may be 
used as simple con- 
veyor line markers. 
These printing 
wheels are hand- 
some and ruggedly 
built. All metal 
parts of steel and 
specially coated. 
Designed for years 


BAR CHARTS 





of trouble-free 
service in daily use. 
Operation is sim- 
ple — just roll and 
print. No pressure 
is needed, all im- 
pressions are uni- 
form. Top quality 
Spanish felt is used 
on ink rollers 
which will hold 
sufficient ink for 
thousands of im- 
pressions. They re- 
lease only enough 
to produce a deep 
clear mark without 
either blotting 





PLANT LAYOUTS 








WITH 


the most complete 
line of pressure-sen- 


sitive solid color, | 


pattern, statistical 
and printed plant 
and office layout 
tapes, in a variety 


| of sizes and colors | 


PLUS 


DuPont Mylar® | 


transparent and 


plastic opaque plan- | 


ning boards, tem- 


| plets and other es- 


sential charting tools 


@ EXTRAORDINARILY FAST—ECONOMICAL 


@ TAPES ARE COLORFUL—PRECISION-SLIT 























ORGANIZATION CHARTS 


@ MATERIALS EASILY APPLIED AND REAPPLIED FOR CORRECTIONS 


Write us for further details or name of nearest dealer 


LABELON TAPE CO., 


450 ATLANTIC AVENUE, ROCHESTER 9, N. Y. 


Inc., DEPT. 0-2 





For More Information Circle No. 460 
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TWA 
Intercontinental 
Boeing 707 Jet 


A Completely New Concept of Erasing 
Time Savings, Speed, Perfection 


SUPER CONVENIENT 


JET ERASERS 
SHAPE: Almost like a ball point pen 
STYLE: Smart, polyethylene holders 
with pocket clip or with whisk brush 
for typists 
SIZE: Luxury rubber cores, over 41/2” 
long! 

SPEED: The smoothest, fastest, finest 

erasing ever originated to gratify 

your clerical workers, save work- 

ing time and assure cleanest “cor- 

recting’’. 

Exceptional rubber textures for erasing 

typewriting, business machine writing, 

pencil, pen, ball point, India Ink. 
Inexpensive refills in all textures 

The NO. 800 JET TRIO EXECUTIVE DESK SET 


Unusual and attractive Jet Eraser Set. Contains one 
each Nos. 825, 827 and 838 Jet Erasers, with refill for 
each. In attractive, convenient size, transparent poly- 
ethylene case. ° 
Ask Your Stationer Today 

for Weldon Roberts 

Quality Jet Erasers 

or Write us for 

Literature 





WELDON ROBERTS 
RUBBER CO. 
365 Sixth Avenue 
Newark 7, N. J. 
W orld’s Foremost 
Eraser Specialists 


JET TRIO 
DESK SET 


Finest Quality for the Finest Erasing 


Correct Mistakes in Any Language 


For More Information Circle No. 435 
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or smearing. Printing rollers accommodate 
either permanent solid rubber dies or Base 
Lock for interchangeable rubber type. 
Both single and multiple units have han- 
dles for hand operation. For permanent 
mounting of roll printers, handles can be 
easily removed and holding attachments 
put on unit’s frame. Each unit has a 
printing area width of 2%” and a print- 
ing area circumference of 10%”. Up io 
four rolls on a unit. As each roll is sep- 
arate, one or more colors may be roll 
printed at the same time. Can be used on 
all type of porous or non-porous materials. 
Inks available for printing on all mate- 
rials. For More Information Circle No. 
184, 


OFFSET PLATEMAKER 


NuArc Co., 4110 W. Grand Ave., Chi- 
cago 51, Ill., announces the addition of the 
FT-52 unit to its flip-top line. The FT-52 
operates the same, basically, as other flip- 
top units: lift glass and position negative 
and plate on the vacuum frame; lower 


glass frame and lock; flip it over so plate 
and negative face carbon arc lamp built 
into the base; set automatic timer, a pat- 
ented feature which eliminates all manual 


settings and adjustments. Once timer is 
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see how they run... offset 


REMINGTON RAND PLASTIPLATE® MASTERS-YOUR CHOICE OF THREE 


REMINGTON RAND PLASTIPLATE Masters 
are ready to conquer any Offset Printing 
problem. 


The new, Dual-purpose PLASTIPLATE 
Master, one plate developed for these 
processes — Xerography and general 
Direct Image work. Now — flexibility by 
stocking just one plate...and... 


The new truly modern Pre-sensitized 
Photographic PLASTIPLATE Master. Image 
immediately visible — beautiful line work 
—superb halftones - excellent coverage 
‘on solids. Finally... 


The unparalleled Direct Image PLASTI- 
FLATE Master — better than ever — the 
finest heavy duty offset plate especially 
designed for the busy shop. 


But prove it for yourself. For free sam- 
ples, fill in the coupon. 


DIVISION OF SPERRY RAND CORPORATION 

Room 1219, 315 Park Ave. So., N. Y. 10 

Please send me free samples of: 

(] Dual-purpose PLASTIPLATE Masters 

(] Pre-sensitized Photographic 
PLASTIPLATE Masters 


() Direct Image PLASTIPLATE Masters 


Name 





Firm 





Address. 





2 a | ee 


s 


For More Information Circle No. 281 
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work flow 


METAL DESK TRAYS 


Streamliner desk trays incorporate every 
possible feature for maximum convenience 
plus modern styling, functional design, and 
color harmony. Trays may be rigidly stacked 
to any desired height. See your G/W Dealer. 


Stioet-wteneteeae 


Cincinnati 12, Ohio 


For More Information Circle No. 422 





#112 
$1.50 each 
with six blades 
A real he-man tool for open- 
ing boxes, cutting heavy cardboard or 
paper. Double-edged blade is retractable. Write today 
for free, illustrated catalog of other tools. 


GRIFFIN MANUFACTURING CO. 
Ridge Road East, Webster, N, Y. 
For More Information Circle No. 423 
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set for desired exposure, arc strikes itself 
and continues to burn with no attention 
necessary until the time interval elapses. 
FT-52 sells for $895 complete. For de- 
scriptive bulletin N500-O, Circle No. 143. 


VISIBLE ADDRESS BOOKS 


Recordplate Co., 130 N. Fair Oaks Ave., 
Pasadena, Calif., announces its Visi-Ref 
visible reference address books for sales- 
men, etc. Each book includes smart, light- 
weight black binder, 26-division A-Z index 
and forms for shingled insertion. Various 


sheet sizes available. Supplied in display 
sets of four—each complete in itself. 
Available in various sizes, rulings and in- 
dexing. Recordplate also supplies appoint- 
ment books, business card files, pocket 
secretaries, telephone books, etc. For More 
Information Circle No. 128. 


BALLPENS 


Eberhard Faber Pencil Co., Crestwood, 
Wilkes-Barre, Pa., announces its Ink Ca- 


pacity Bonus Model cartridge which has 
been lengthened to provide 50% more ink 
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It’s time 

to take 

a new look 
at microfilm 


Mimnesora Miiaine ann 


Manuracrurine company - 


. 
+ WHERE RESEARCH IS THE KEY TO TOMORROW . 


THE TERM “THERMO-FAX"™ IS A REGISTERED 
TRADEMARK OF 3M COMPANY 


Originally, microfilm was used extensively for 
the preservation and compact storage of “‘dead”’ 
records and information. 

But recent developments in techniques and 
equipment have made microfilm the most effi- 
cient—and active—business tool to have been 
invented in years. Yet many people avoid micro- 
film because they think it is complicated. 
Nothing is farther from the fact. 

Microfilm is nothing more than taking a 
picture. All you do is reduce bulky files to space- 
saving film—in compact rolls or on tabulating 
cards. You may install equipment to do this 
operation—or you can call in a company that 
will do your filming and help you organize 
your active files. 

The only equipment you need to make any 
microfilm file active—usable daily in your busi- 
ness—is a THERMO-FAX ‘‘Filmac” Reader- 
Printer. Developed by 3M research, ‘‘Filmac’”’ 
Reader-Printers combine the advantages of a 
reader and a printer in a single low cost unit. 
Read the film on the big screen. When you want 
a print, just touch the button and you’ll have 
an enlarged copy in seconds. ‘‘Filmac” Reader- 
Printers bring microfilm within the reach of 
any business or organization now. 

There are many THERMO-FAX “Filmac’”’ 
Reader-Printers actively at work today in a 
variety of businesses—saving time, money, and 
improving efficiency. We invite you to take a 
new look at microfilm. Mail the coupon now 

_for a free copy of ‘“‘Let’s Take a Positive Look 
at Microfilm” ... a 12-page booklet about 
microfilm at work, by a recognized expert. 


Minnesota Mining and Manufacturing Company 
Dept. FBC-20, St. Paul 6, Minnesota 


Yes, please send me a free copy of ‘“‘Let’s Take a 
Positive Look at Microfilm’’. 

Name 
Title 
Company 
Address 














Zone State 








For More Information Circle No. 283 
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GRAND TOTAL 




















Mod. 8561 
Printing Calculator 


EXCEPTIONAL! = 
NEW! 




















gonury 
TOTAL 


GRAND TOTAL 


LAGOMARSINO-FAI 


Viale Umbria 36 - Milano (Italy) 


pe ioe Centers ke S.A. 
EW YORK, Check Writer 565 Broadway 
Transforms complex CHICAGO, Import Office Machine Co., 159 N. 
earborn 


calculations intoa SAN FRANCISCO, Northwest Lagomarsino, 
639 Howard St. 
. ° LOS ANGELES, Wholesale Business Machines, 
simple and logical 7525 Beverly Blvd. 
HOUSTON, Adding Machines Distributing Co., 
j 2223 Caroline St. 
succession of auto- DALLAS, Whoiesale Office Machines Co., 2000 
LOUISVILLE, kY., Import B Machi 
i i LOUISVIL mpo usiness achines 
matic operations Co., 1503 Bardstown Road. 
CANADA distributor: Nauta Bros., 3615 Dan- 
forth Ave., Toronto. 











For More Information Circle No. 263 
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im every Noblot pen. In the case of a 
standard point on a blue-writing pen, the 
increase is said to be 80%. The ink cart- 
ridge has been lengthened from 4%” to 
5%” or nearly 28%, and a greater pro- 
portion of the cartridge now is ink-bearing. 
For More Information Circle No. 174. 


DESK ACCESSORIES 


McDonald Products Corp., 238 Duk-It 
Bldg., 721 Seneca St., Buffalo 10, N. Y., 
makes the 2200 line of Duk-It desk ac- 
cessories, combining luxurious appearance 
with moderate price. The 2200 line is 
distinctively designed to enhance the decor 
of general offices where economy, utility, 
uniformity and lasting beauty are the most 
important factors. Units are made of 
heavy gauge steel with soft, charcoal gray 
finish claimed burnproof. Trim is satin 
aluminum, permanently resistant to cor- 
rosion. Other colors are available on order 
to match the color scheme of furnishings 
in the general office. The line includes 


many of the items available in the higher- 
priced Duk-It lines. Among the units of- 
fered are desk pad with heavy-duty, long- 
wearing linoleum backing; combination 
pen, penholder and tray for note paper, 





... DECREASE OFFICE MACHINE NOISE 5Q%t 


with (ldéecnd- ACOUSTO 


Stents office machine noise 
is reduced by ‘'50%"" or 
more the minute you install 
Watkins sound conditioning 


“ACOUSTORS". 
The ORIGINAL cabinets for 


noise treatment can increase your 
operating efficiency and accu- 
racy, while adding beauty and 
lending a@ semi-private atmos- 
phere to os Your. office machines. 


MoUciecs ‘today for full in- 
ion, 


Whtkine- INDUSTRIES 1o:222 282 


ne 


MODEL No. TE 3148 
Please give machines measurements, makes, and models. 


SUPERIOR STREET 


“FIRST IN SOUND CONTROLLED 
OFFICE MACHINE CABINETS" 


For More Information Circle No. 436 
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smooth. Does not 


no impurities. 


KMC 


for all spirit 
duplicators. 
Perfect clear 
copies. 
Fast drying 
Non Corrosive 


ed 
i aS 


~ 





Kleen-All removes stains fast 
remove or 
polish. A 100% pure cream—no filler used. Contains 
The SNOW WHITE cleansinz cream 
made solely of cosmetic ingredients. 
can be used for removing stains from clothes, 
CONTAINS LANOLIN 

KLEEN-ALL will not deteriorate. harden or shrink 
while stand’ng on your shelf 
GUARANTEED FOR ONE YEAR. 


Duplicating Fluid 


Will not curl paper 


poy 


meme cizanen 
——— 
~ 


KLEEN-ALL® 


Cleansing Cream 


For 
removing 


© Spirit Carbon 
& Ribbon Stains 


© Mimeograph 

e Multigraph 

© Ball Point Pen 
Ink Stains 


Leaves hands soft and 
discolor fingernail 


KLEEN-ALL 


UNCONDITIONALLY 


kK 


DUPLICATING 
FLUID 
POPS: SPURT SuPLiCaTORS 
Clean 
pgs 


a ceeeeam | 


Completely New 


DANDY® 


double action 


HAND CLEANER 


(Contains Lanolin) 
Wipe Of 
or Wash Off 
16 Fi. Oz. Container 
FOR REMOVING 
Spirit Carbon & Hecto- 
graph Stains, Offset Ink, 
Developers & Plate Lac 
quers, Printing, Multi- 
graph, Mimeograph and 
Ball Point Pen Inks 
Paint, Grease, Tar and 
other hard to remove 
Stains Will not harm 
the hands. Will not liqui- 
fy in container, Pieasant- 
ly perfumed. 


DANDY is also an excellent cleaner for Table Tops 
and Typewriters. Will not scratch, 


Ask your local stationer or duplicating supply 
house to request a free sample for you. 
Dealerships available 
Manufactured by 
KRAYER MANUFACTURING CO., INC. 
Elizabeth |, N. J. 











For More Information Circle No. 461 
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paper clips and rubber bands; pipe ash 
tray with cigarette rest; safety Carousel 
Ash Tray; closed ash tray with either 
scissor or tip action, letter tray and other 
items. For More Information Circle No. 
123. 


CARPET PROTECTORS 


United States Castor Cup Corp., 208 
West 15th St., Kansas City, Mo., makes 
Carpet Guards with hundreds of tiny 
feet which reach through the carpet 
piling, allowing furniture weight to rest 
on the tough carpet backing. They may 
be tacked to the furniture for permanence. 


Made of chemically inert Bakelite C-11 
plastic, Carpet Guards are impervious to 
cleaning compounds and unconditionally 
guaranteed by the manufacturer to stop 
carpet damage, holes, pile crush, rust 
marks and stains. Small and large leg 
sizes, round and square, retail at 49c and 
69c per set of four. For More Informa- 
tion Circle No. 161. 


FILE INDEXING SYSTEM 


Diebold Inc., Canton 2, Ohio, intro- 
duces the Diebold Alpha Numeric System 
(DANS) that gives the advantage of both 
alphabetic and numeric direct access to 
the operational file. Where conventional 
alpha-numeric systems can suffer break- 
downs from an excess of new accounts, 
DANS provides an orderly routine for 
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PAPERWORK 
EFFICIENCY 
SOARED FOR 
AMERICAN 


AIRLINES-WITH = (qx 


DAVIDSON 
DAV-A-MATIC 


250-plus masters are reproduced — 


every day-by 
@ just one Dav-A-Matic! 


American Airlines Jet Maintenance and 
Engineering Center, Tulsa, Oklahoma, 
has a Dav-A-Matic—and saves at least 
50% on the time required for each job. 
Dav-A-Matic’s automatic plate-changer 
does the trick. No stopping is required 
to change masters between jobs. 


American Airlines uses its machine 
solely for short-run work, such as inter- 
plant bulletins, aircraft log sheets, 
sketches, and training materials. Straight 
copy matter is typed directly onto the 
master, while illustrations are trans- 
ferred by Xerography. 


“One feature we like,” says Mr. J. K. 
Schladale, Supervisor of Office Services, 


“is the universal systems feed that lets 
us run papers and forms of different 


weights and sizes sequentially. This cuts 
clerical effort, improves accuracy, saves 
time. We also like the convenience of the 
automatic blanket cleaner, the simple 
controls, and the quality of the finished 
product.” 


Learn more about Dav-A-Matic—and 
the important savings it brings! Write 
today for free booklets, and full case his- 
tory on Dav-A-Matic at American 
Airlines. 


DAVIDSON CORPORATION 


Subsidiary of Mergenthaler Linotype Company 


29 Ryerson Street, Brooklyn 5, New York 


For More Information Circle No. 285 
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LIGHT DUTY 
HEAVY DUTY 
DOUBLE DUTY 


BATES 
ELECTRIC 
STAPLER 


MODEt C-H30 


Bates ‘56’ Electric... 

Automatic, staples at touch of 
paper. Standard staples, 

adjustable depth gauge. Removable, 
interchangeable stapling unit. 
Soundproofed. 

Write Dept. 0 for literature and prices. 


® Versatile 
@ Staples everything from 2 to 100 sheets 


@ One electric unit with intercharigeable 
Model C and H-30 electric heads* 

@ For everyday use: “C” head with 5,000 
brass staples to a load 

@ For heavy duty jobs: “H-30” head using 
high-carbon, chisel-pointed staples, up to 
100 sheets. Holds 280 staples —14”, 34”, 1/0” 


@ Only seconds to change heads 


* May be purchased with elther or 
both of above described heads. 


em - 7.48 aarelalenicleiaelalarcaneey 


For More Information Circle No. 302 
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assignment of a special number to an 
excess account and keeps it within easy 
alphabetical access in the file. This does 
away with the slow search or extra look- 
up in a cross reference index. A register 
automatically assigns numbers without cal- 
culation to names when they are entered. 
System works out all complexities of num- 
ber assignment and selection in advance. 
It automatically tailors itself to the file of 
names on which it is installed. It is easy 
to install, and op- 
erates with uni- 
form routine for 
speed and accuracy 
of new account as- 
signments. Does 
not impose changes 
on arrangement of 
operational file or 
methods of proc- 
essing media. Auto- 
matically gives new 
accounts a number 
between two pre- 
vious accounts. As- 
sures equal original 
distribution of last 
two digits (00 to 
99) of account 
numbers. Adapt- 
able to any num- 
ber of accounts 
and any condition 
of separate or 
combined ledgers 
for different cate- 
gories of accounts. 
In almost all cases 
a separate register 
is created for all 
accounts, A to Z, 
in each separately 
filed category of 
ledger accounts. 
For instance, re- 
tail charge ac- 
counts generally are 
a separate ledger. 
After installation, 
user need only 
keep register cur- 
rent by entering 





Architects.. 
See Sweet's File 14a/Jo, or send for catalog 


additions or changes to account list. Instal- 
lation does not upset sequence of ledger or 
media files. Operational file processes can be 
handled the week after installation. When 
system is initiated, balance of operation, 
such as issuance of checks or charge ac- 
count plates, or subsequent installation of 
machines, can be performed gradually in 
an orderly manner. The old system need 
not be abruptly terminated. For More In- 
formation Circle No. 209. 


ae i 
a. © 


Exclusive lamination process + Super 
smooth, longer life + Complete sanitation 
Custom fabricated » Formica, other plastic 
materials * Tremendous range of styles 


- Designers... Decorators 


Elgin 11, illinois ¢ Sherwood 1-0134 
sold nationally through representatives in all major cities 


For More Information Circle No. 455 
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tae ee eee | DUPLEX 


ELECTRIC 


CALCULATOR 


REGISTER 


UNRIVALED FOR PAYROLL, BILLING, ANALYTICAL AND STATISTICAL WORK 


IPLUSI Saves time, increases production, reduces errors 
—yet costs less to own, less to operate than 

in ingl ist Icul ; 

RAPID ADDERS some ordinary single register calculators 


MANUAL CALCULATORS Extra “Memory” register for automatic grand- 
SIMPLEX ELECTRIC and net-totals. Direct automatic addition to or 
subtraction from the rear dial. New, simpler, 
CALCULATORS electrified subtraction from the front dial. Auto- 
DUPLEX ELECTRIC matic rounding off to the full cent. 


neering Control Systems, Inc. 
TAXIMETERS PLUS COMPUTING MACHINES DIVISION 
TICKET MACHINES 5 Beekman a oo 38, N. Y. 

ctor 2- 
& SYSTEMS Representatives in Principal Cities 





For More Information Circle No. 314 
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DUPLICATING HANDBOOK 


Champion Paper Specialties, Inc., 
Hamilton, Ohio, offers “Better Processing 
with Your Duplicating Equipment”, a 
handbook that shows the extensive capabil- 
ities of today’s duplicating processes, ma- 
chines and papers. The spiral bound, index 
tabbed edition is divided into six sections. 
There is a discussion of basic duplicating 
processes including gelatin, liquid, stencil 
and offset. A chart shows major manufac- 
turers of offset duplicating equipment and 





specifications. A detailed, illustrated ac- 
count tells how paper is made, the require- 
ments for offset papers and good paper 
buying practices. A chart lists grades, 
weights and sizes of Trim-Pak, Champion 
Paper Specialties line of cut-size papers. 
There are samples of jobs run on duplicat- 
ing equipment including black-and-white 
and multicolor work on different grades, 
weights and finishes of paper with a de- 
tailed explanation of how each was pro- 
duced. Helpful hints and suggestions show 
how to improve production and remedy 
common offset duplicating problems. A 
glossary lists terms and definitions of 
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particular interest to duplicator users. For 


a copy of this useful reference book, 
Circle No. 211. 


LIGHTING 


General Electric Co., Large Lamp Dept., 
Nela Park, Cleveland 12, Ohio, has pub- 
lished a 20-page newspaper broadside en- 
titled “Facts of Light.” It contains five 
articles, four editorials and 12 special fea- 
tures, relating to the “built-in” values of 
GE lamps. Encompassing research, engi- 
neering, testing, manufacturing and serv- 
ices, the features also include useful light- 
ing suggestions, maintenance tips, special 
applications, etc. For a copy, Circle No. 
186. 


AUTOMATIC DATA PROCESSING 


Dykor Systems Div., Digitronics Corp., 
Albertson Ave., Albertson, N. Y., offers 
a four-page brochure describing its all 
solid-state electronic data processing equip- 
ment custom-tailored for various commer- 
cial applications. Among the units de- 
scribed are magnetic tape-to-paper tape 
converters, both uni-directional and bi- 
directional; data acquisition and reduction 
systems; magnetic tape file interrogators; 
magnetic tape copiers; magnetic tape edi- 
tors and high speed perforated tape read- 
ers. A description of the basic modular 
construction of each of these units as well 
as the various applications are included. 
For the brochure, Circle No. 191. 


PORTABLE STITCHER 


Thomas Collator Industries, Inc., 100 
Church St., New York 7, N. Y., offers 
an illustrated specification sheet of a port- 
able stitcher which becomes fully auto- 
matic when used in conjunction with a 
Thomas Rotomatic or Gathermatic Col- 
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lator. Designed by Luis Mestre, the unit MACHINE TIMERS 


will automatically square, staple, count and Standard Instrument Corp., 657 Broad- 
stack paper that is fed from a collator, way New York 12, N. Y., offers a folder 
or: by hand. For a copy, Circle No. 196. 





CONTROL SYSTEMS 


Visual Controls Co., 19 Mohawk Drive, 
Norwalk, Conn., has published a 12-page, 
two-color brochure on its Murograph Con- 
trol Systems. The brochure demonstrates 
the versatility of these systems and gives 
helpful ideas on how Murograph vision 
control serves business. It illustrates the 
use of Graphing Channels and Mekano- 
dex Indexers as aids to machine loading, 
order control and other control problems. 
It also shows how these modular steel 
units serve as visual aids in nearly any 
type of general presentation. Complete 
pricing information is included. For a _ containing descriptive material on its time 
copy, Circle No. 187. totalizing and recording instruments for 


standard 








AVA 1 Ek Hl call waa nd @ UAW to) aod colt -Tol bli olaat-Tah' 


for top performance — at lowest cost 


“DUSTROYER” FOR THE DARKROOM 


Keeps your darkroom absolutely free of dust by filtering 
out all impurities from incoming air—and by pressurizing 
room so dust will not enter when door is opened. Continu- 
ously circulates 275 CFM of clean, fresh air—expels all 
foul odors from room. Louvered grids let you direct air 
up, down, right or left. Unit fits between joists, is easily 
installed, is absolutely light-tight. Runs quietly, is eco- 
nomical to operate. 


Costs ONLY $63.40 


VACUUM FRAME—ARC LAMP COMBINATION 


Gives you perfect line and halftone plates in 2 minutes— 
at lowest cost. Arc lamp furnishes intense single source 
light. Vacuum frame assures perfect overall contact—has 
44 HP motor, vacuum pump and hose. Sizes: 12 x 17, 
16x 21, 22x 25 and larger. 12x 17 frame-lamp combination 
ONLY $199.45. 


Write for full details on these machines — and on camera training school! 


1 | i i ol Oe OUP Uh Ol Orn |) | Orn 2. 4 @) 4 @) a 11 @) 


For More Information Circle No. 426 
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j/ 
office love affair bared 


(Boss gives his blessing) 


When typist meets NU-KOTE (the first plastic-—base typewriter 
carbon ever) presto! -- a boss—pleasing office romance is born. 
Reasons aplenty, too for instance, NU-KOTE gives you immacu— 
late copies always. Lopies that stay clean. Every letter boldly 
clear from start to stop. NU-KOTE comes in only one weight and 
finish. Best results by far for any typewriter, almost any 
copy job. And NU-KOTE outlasts ordinary carbon 3 to 1! 


NU-KOTE 


CARBON PAPER 


FREE SAMPLE! For a free sample of NU-KOTE 
just mail this coupon attached to your company 
letterhead. 


Dealer Sales Dept. 0-7 
Burroughs Corporation, Detroit 32, Michigan 


In Canada write Acme Carbon & Ribbon Company, Limited, 
Toronto 13, Ontario 


] 
i] e3 
uns 





CELLET 
TITTY 


Name 
Firm 
Address 


Citv Zone State 
For More Information Circle No. 294 





























For More Information Circle No. 410 
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FOr More MMrOrmation Vircio NO. coe 


Now your department can 
have its own photocopier 


$ 5 () ’ Manufacturer's suggested retail price 
for only e subject to change without notice. 
Cut paperwork costs in every department with this all-new 


copying machine. The price is so low it will pay for itself in 
half the time you would expect! 


Put this smooth-working photocopier in purchasing, produc- 
tion, accounting, receiving—every department. Eliminate em- 
barrassing errors; step up overall efficiency. Instead of costly, 
time-consuming typewriting and handwriting, make photo- 
exact permanent photocopies. ..in seconds... for pennies! 
The Model 101 copies any document— printed, written, drawn, 
duplicated . . . carbons, 2-sided originals, transparencies, blue- 
prints, photostats, diazo prints. Makes multi-copies. Makes 
copies on any one of 6 different colored positive papers. 
Check the price again—only $99.50—then call your A. B. Dick 
Company distributor (listed in the Yellow Pages) for informa- 
tion or a free demonstration. Or mail the coupon today! 


fay A-B-DICK 


DUPLICATING PRODUCTS 


FREE! 1 Send new brochure ‘‘How to save time and get more 
work done during working hours.” 


0 Send literature on new Model 101 Photocopier. 


Name = 








Position 





A. B. DICK Company, Company——_— 


Dept. O-20 
5700 West Touhy Ave. 
Chicago 48, Illinois 


Address 





fs, 





For More Information Circle No. 410 


THe Orrice—February, 1960 








eA te LAA 


CLIPPER 


for PAYROLL 
or JOB-COST 


TIME RECORDING 
FULLY AUTOMATIC 
DIRECT SUBTRACTION 


for fast auditing 


SIGNAL CONTROL 


start and stop signals 


2-COLOR PRINT 
for quick auditing 


FULL YEAR WARRANTY 


service and parts 


= TIME RECORDER CO, 
1733 CENTRAL AVE. 
CINCINNATI 14, OHIO 


~ SINCE 1896 


For More Information Circle No. 414 
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measuring the productive time and effi- 
ciency of business machines. Series TTJ 
Time Totalizers indicate the total time ma- 
chines perform their functions, as from 
idling time. Series TRTJ Time Recorder- 
Totalizers, in addition to totalling produc- 
tion time, record on strip graph charts 
the pattern of productive vs. idle time. 
Complete details on machine requirements, 
access, safety precautions, cable installa- 
tions, function circuits, spares, and gen- 
eral installation procedure are contained 
in the material together with much other 
information. For the folder, Circle No. 
183. 


COPYING MACHINE 


Eastman Kodak Co., Business Photo 
Methods Div., Rochester 4, N. Y., has is- 
sued a leaflet outlining ways in which pur- 
chasing agents in a number of businesses 
are using Verifax Copiers to speed basic 
purchasing-receiving operations while cut- 
ting costs and eliminating errors. The 
four-page leaflet describes Verifax systems 











Against ~*~ 
= 


GERMS 


use 


Vz 
STERIPHONE 


DISINFECTANT 





—A special formula germicide that 
disinfects and deodorizés. Keeps 
telephone mouthpieces clean and 
sanitary. 


STERIPHONE costs only pennies... 
gives priceless protection. One easy 
swab disinfects, leaving sanitary pro- 
tective film on telephone mouthpiece. 


6 oz. 1.10 ¢ 8 oz. 1.40 ¢ 16 oz. 2.35 


at stationery and department stores, 
or order direct: 


STERIPHONE. Dept. O 


103 Park Ave., New York 17, N.Y. 











For More Information Circle No. 415 
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applications in two key areas where cleri- 
cal time can be saved with Verifax 
Copiers. It covers the preparation of pur- 
chase orders by copying the original requi- 
sition directly onto Verifax Copy Paper 
preprinted with the purchase order head- 
ing. Versatility of the Verifax system in 
handling back-order receipts is described. 
The leaflet also outlines a purchasing- 
receiving system based entirely on Verifax 
copying. For the leaflet, Circle No. 189. 


Can add 
half hour 
every day! 


= PITNEY-BOWES 
MAILOPENER 


“== Pitney-Bowes, INc. 
3455 Walnut Street, Stamford, Conn. 


. originator of the postage meter... 
offices in 122 cities in U. S. and Canada. 


PLASTIC ACCESSORIES 


Evans Specialty Co., Box 8128, Rich- 
mond, Va., offers a booklet showing how 
to reduce maintenance and improve the 
appearance of an office with plastic office 
accessories. Booklet describes and _illus- 
trates new transparent plastic chair mats 
and desk covers. Gives specifications, 
prices, ordering information. For a copy, 
Circle No. 254. 





e After the office is opened, do your 
people mark time until the morning 
mail arrives on their desks? A Mail- 
Opener gets mail distributed earlier, 
may add an extra productive half hour 
or more to the business day. 


e A MailOpener snips a hairline edge 
off an envelope — is far faster, more 
efficient than opening mail by hand. 
Opens envelopes of any size, weight or 
stock. Comes in three models: LH, hand- 
operated for light mail volume; LE, 
electric, semi-automatic for medium 
mail volume; LA, electric, automatia, 
for large mail volume. 


@ Ask any PB office for demonstration 
in your office — no obligation. Or write 
for free illustrated booklet. 

FREE: Send for handy desk or wall chart of 


new postal rates, with parcel post map and 
zone finder. 


For More Information Circle No. 413 
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glue 


BUSINESS FORMS » 


Duplisette 
the READY-MADE second 
sheet and carbon set 
CLEANEST - FASTEST - MOST 
ECONOMICAL method to 


= obtain carbon copies! 
Available (letter size) — white and 5 colors 


ONE-WAY 
SPEED 
fj MESSAGE 
2-port 
TWO-WAY 
SPEED 
REPLY 


3-port 





Carbon-interleaved 
TIME and EXPENSE-SAVING 
substitutes for needless, costly letter 
writing! Expedites instructions and 
compels immediate replies. Can be 
imprinted at nominal cost. 





Carbon-interleaved 3 or 4-part sets. 
Inexpensive, basic business forms at 
less than custom-made prices! Recom- 
mended for modest quantity users. 
Can be imprinted at nominal cost. 


STOCK FORM TRAYS 


Neat - efficient 
lightweight holders 
for forms — with 
drawer for copies. 
Model CT-87 (2- 
compartment) only ; 
$4.501 Other models and sizes up to 
$7.40 — A MUST for the efficient desk! 


o 
H FREE SAMPLES of all forms and catalog 
showing complete line on request 


CARTERET PRINTING COMPANY 
Manufacturers of Business Forms 
480 CANAL STREET NEW YORK 13,N.Y 
WOrth 6-1454 





For More Information Circle No. 476 
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MICROFILM FILING 


| Charles Bruning Co., 1800 W. Central 
| Road, Mount Prospect, IIl., offers a book- 
let, “Basic Microfilming Indexing & Filing 
Techniques,” which shows how to achieve 


maximum results from a microfilm system. 
} 


fasic 
Sicratiie 


It emphasizes that planning is the most 
important key to any successful indexing 
and filing system, and gives detailed infor- 
mation on how to implement a program. 
After a discussion of the three principal 
ways to photograph records, the major 
methods of filing and indexing are ex- 
plained. Other subjects graphically treated 
include visual and mechanical indexing 
aids, locating records, and cards and 
jackets for unitizing microfilm. For this 
booklet, Circle No. 218. 


OFFSET INKS 


Davidson Corp., 29 Ryerson St., Brook- 
lyn 5, N. Y., introduces 11 popular offset 
ink colors and black packaged in 1-lb. 
cartridges. Inks are easy to use because no 
knife is needed to transfer ink from can 
to ink fountain. There is no waste from 
skinning which frequently results from 
using ink from previously opened can. 
Cartridge ink is clean and easy to handle. 
It is discharged in a good bead from car- 
tridge without soiling operator’s hands. 
Complete instructions for use are printed 
on container. For a booklet showing color 
samples of cartridged inks, Circle No. 
194, 
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Beats 
even 
an abacus 
for 
low cost 
figuring: — 
the 
10-key 


Staal iiolola—lola 





listing- 


adding machine 


Gentlemen, We don’t use the abacus in our office. I’m more interested in how your 


machine compares with other 10-key listers. 
Is it true that the Comptograph costs less—yet adds, subtracts and multiplies up to 
30% faster... with single, double-register, and wide carriage models to fit all needs? 


If so, send the information to: 
omptometer 
© Name ee tet Bath 
orporation Firm 
Address 


5600 W. Jarvis Avenue, Chicago 48, Illinois 
a 


BETTER PRODUCTS...TO BETTER BUSINESS 


For More Information Circle No. 360 
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finding and filing 
takes just 
Seconds . 


<> 


Modern offices use Barkley Tab Nie 
Guides because they make the job 

easy. How? Well, each tab is both cued 
and magnified—takes only a glance to 
find the file you want. And Barkley Tabs 
are durable—stand up under constant 
use for years. The next time you make 
up your supply list . be sure to add 
Barkley Tab File Guides . . . at the top. 


At all leading stationers. 


C.L.BARKLEY & CO. 


1220 W. VAN BUREN ST. + CHICAGO 7, ILL. 
For More Information Circle No. 418 


BE QUICK ON THE DRAW 
Give yourself IMMEDIATE delivery on forms, 
1. Draw your forms e-n-l-a-r-g-e-d, 


2. TYPE in headings & descriptions, 
3. Snap ea reduced picture and print, 


Use the ruler that AUTOMATICALLY enlarges 
your forms as you draw them. 

Use the "Model 77 XpandX Ruler“ that 
features standard measurements on one side 
and expanded measurements on the reverse, 


Save the $2.50 cost on your first form. 


Order 
from: Prank F. Farken 
296 Summer St. 


Bristol, Conn. 
For More Information Circle No. 419 
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You'll profit— 
Buy it! 


| to their customers. 





SPOT CARBONIZED FORMS 


Transkrit Corp., 704 Broadway, New 
York 3, N. Y., reports that its Specimen 
Portfolios have been revised. A die-cut 
index tab reading “Transkrit Forms — 
Samples of Transkrit hot wax spot car- 
bonized forms” now enables the user to 
locate the portfolio quickly in a reference 
file. The portfolio contains samples of tax 
bills, payroll checks, statements, bills of 
lading, invoices, order forms, industrial 
forms, gummed labels and many other 
multiple-part forms produced by the Trans- 
krit spot carbonizing method which per- 
mits automatic transfer of certain infor- 
mation to selected sheets while omitting 
it from others. Transkrit, which sells ex- 
clusively through stationers, printers and 
forms dealers, offers this portfolio to deal- 
ers for their own imprint and distribution 
Dealers are invited to 
get details from above address or 633 
Plymouth Court, Chicago 5. 


DRAFTING TIPS 


Alvin & Co., Inc., 611 Palisado Ave., 
Windsor, Conn., has published “Tips-Tech- 
niques and Drafting Aids,” containing 32 
pages of illustrated, helpful hints. Book- 
let is divided into the following classifica- 


tions: Helpful Seika Techniques, Simpli- 
fying Drafting Practices, Protecting Prints 
and Drawings, Tips for Drawing Lines and 
Curves, Modifying Equipment for Ex- 
| tended Use, and Getting the Most from 
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PUNCHED CARD 
AUTOMATION 
and ADDRESSING 
NOW POSSIBLE 
with COMPACT, 
SIMPLIFIED 


® 
MODEL 10 


Model 10 introduces the economies Switch between hand feed and 

of Scriptomatic methods into automatic feeder in less than a 

every business. minute. 

Speed and Simplicity are the key ® Available with selective printing 

features. Feed of material activates mechanism. 

all operations: (Master feeding, © No hand levers or foot pedals. 

ejection, stacking and counting). e No belt conveying mechanism. 
WRITE FOR ILLUSTRATED BROCHURE 


A PERFECT MARRIAGE... 
Punched Card and Scriptomatic Automation 


Scriptomatic methods combine all the advantages of punched card auto- 
mation and conventional addressing equipment. Scriptomatic offers a full 
range of machines and methods to tie in any punched card system you are 
using or plan to use. Today you can get all the advantages of a high speed, 
fully flexible addressing and data writing system...at a running cost 
differential as amazing as the cost comparison between a card and a metal 
plate. You enjoy not only low first cost but continuing savings in automatic 
file maintenance, filing space, and elimination of duplicate lists. Scriptomatic 
is the system geared to tomorrow... Imagine your punched card system 
flowing through a Scriptomatic machine for selective, flexible, high speed 
addressing. 


Write for case studies and descriptive 
material. Discover now, at no obli- 
gation, if Scriptomatic can 


improve your procedures. 
MODERN ADDRESSING-DATA WRITING 


SCRIPTOMATIC, INC. MACHINES AND METHODS 
306 N. 11th Street, Philadelphia 7, Pa. 
PRINT FROM CARDS...DOUBLE THE FLEXIBILITY...HALF THE COST 
For More Information Circle No. 345 
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Business Forms 
COMPANY 


ag 





GA 1-7111 


treet 
333 West Court Str Telefax FBD 


Cincinnati 2, Ohio 








ee formerly Modern Business Forms Mfg. Co. 
= Tabulating and snap-apart sets litho'd 
on Carbon Interleaved or NCR paper. 
Write for new price lists. 
For More Information Circle No. 431 


BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop Gives 
Precisio n 
Alignment 





For fast, accurate 

typing of bottom 

line index on aii 
visible cards 


10 Card Sizes — $2.00 to $2.45 
PALSON MFG. CO. 


280 Main St., Worcester 2. Mass. 
For More Information Circle No. 432 


CLOGGED SEWERS 
CLEANED INSTANTLY 
SAVES PLUMBING BILLS 


Anyone can trigger new Flush 

Gun shooting air & water impact 

on difficult stoppages in pipes 

¥%"" to 6''; Rags, Grease, and 

Roots melt away when struck by 

hammer-blow in Toilets, Sinks, 

Urinals, Bathtubs, & Sewers 200 

Ft. Amazingly effective when air 

hits running water. Save Costly 

Plumbing Bills or start your own 

Business. Tear out Ad now & 

write address beside it for FREE BOOKLET or phone 
Kildare 5-1702, Miller Sewer Rod, Dept. Office, 
4642 N. Central Ave., Chicago 30, Illinois. 
For More Information Circle No. 433 __ 





The world’s smallest 
and most economical 


i SWIFT 


SWIFT BUSINESS MACHINES CORP. 
GREAT BARRINGTON, MASSACHUSETTS 
For More Information Circle No. 434 
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Drawing Instruments. Offices, drafting de- 


| partments and schools should find these 
tips of value. 50¢ a copy. 


COMPUTER SYSTEM 


Royal McBee Corp., Data Processing 
Div., Port Chester, N. Y., offers complete 


| specifications of the new RPC-4000 fully 
| transistorized, electronic, stored program, 


general purpose computing system for both 
engineering and data processing. The basic 
system consists of the computer and a 
punched paper tape typewriter input-out- 
put unit. Optional high speed input-output 
equipment is available. For a copy of this 
S-482 catalog sheet, Circle No. 206. 


LEASING EQUIPMENT 


United States Leasing Corp., 580 Cali- 
fornia St., San Francisco, Calif., offers a 
brochure explaining its program of leasing 
diversified, nonexpendable equipment and 
fixtures to all types of business and indus- 


v 
yw re 


(er 
EQUIPMENT 
LEASING 
aU 


tries. This includes general office as well 


| aS production equipment. The brochure, 
| “Pay-As-You-Profit” 


Equipment Leasing 
Plan, outlines reasons for leasing and 
answers questions on leasing practice and 
procedure. For a copy, Circle No. 180. 
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Forms, Reports, Records 


(Continued from page 81) 


thority for the form; (2) length of time 
the form is retained; and (3) number 
and distribution of copies if this is not 
indicated on the form. 

Keep forms, reports and records in 
proper storage. The effective use of 
forms, etc., includes the proper care of 
all stationery and supplies in storage. 
Stationery is not consumed as ordered, 
so some method of preserving the in- 
ventory is essential to prevent spoilage 
from dirt and dust. Proper storage 
also anticipates the reordering of items 
at intervals and in quantities related 
to use. 

In small companies this may require 
nothing more than a file drawer or 


cabinet, whereas adequate storage in 
large companies would include metal 
shelving with both open and closed 
storage space of adequate size to prop- 
erly house all items. Ordering and re- 
ordering would originate in the station- 
ery storeroom. Storage of records in 
either files or cabinets should recognize 
the fire hazard and provide fire-resistant 
(preferably Underwriter’s Label) equip- 
ment. 

Proper storage of reports, usually 
filed in departmental files (unless there 
is centralized filing), would also include 
the possibility of damage or destruction 
by fire. If all copies of reports were 
filed in insulated equipment, the invest- 
ment would be substantial. To avoid 
this, file one copy in a centralized report 
library where copies are carefully pre- 
served and fully protected. Then de- 





READ HOW 


TELAEE 


ANSWERS 
THAT 

1010] Bale), 
FOR YOU 


Free illustrated booklet shows you how TELKEE saves you time 
and money, gives you new convenience. 


Stops time wasted locating lost or borrowed keys 
Eliminates expensive lock replacement and repairs 
Organizes al] your keys in one convenient system 


What’s more, TELKEE guarantees maximum security and privacy 
—keeps keys in authorized hands, always. 


ree rce The MOORE KEY CONTROL System 


Write 
P. O. MOORE, INC. 


GLEN RIDDLE 10, PENNSYLVANIA 


For More Information Circle No. 392 
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partmental copies need not be retained 
beyond the current period of reference. 
If the data in a report is confidential, it 
can be classified for limited and author- 
ized reference. The reports library also 
assists the periodic survey of reports 
which is essential to their effective use. 
A report that contributes nothing to the 
management and control of an enter- 
prise does contribute to expense. 
Survey your forms, reports and rec- 
ords about once every two years. The 
changing business climate, increase in 
mechanization, and the tendency to per- 
petuate activities, all contribute to the 
need for a policy which includes a com- 
prehensive survey to determine the con- 
tinued value and need of each instru- 
ment. The forms survey concentrates 
attention on (1) method of reproduc- 
tion; (2) heated of sisi (3) distri- 


bution and use of copies; (4) length of 
time retained; (5) cost of producing; 
(6) quantity ordered vs. quantity used: 
(7) duplication of other forms as well; 
(8) method of filling in. About 20% 
to 25% of the forms in use can be 
eliminated by a good tight survey. The 
ordinary survey which does not concen- 
trate on elimination of forms will cut 
out about 10%—forms which have lost 
their importance by the passage of time. 

The report survey directs attention 
to clerical cost of preparation, distri- 
bution and use. This becomes a sum- 
mary by which the important factors 
of report preparation and use can be 
appraised. A sample of such a sum- 
mary is shown on page 81. 

The summary of reports may be car- 
ried a step further by using a code 
system of the departments receiving 


This DUPLICARD Machine cena Addresses 


36,000 or More Big 40-page ee Every 8-Hour 
Day Month After Month 


“Why don’t you emphasize the remarkable 


speed of these machines?” suggests the 
owner, who has a mailing list of 500,000 
IBM tabulating card addressing masters. 
Another Duplicard owner writes: “We are 
thrilled, delighted, excited about this 
process and your machine... it is just 
terrific. We hope to build a million-name 
mailing list . . . The acquisition of this 
machine has actually doubled our volume. 
s time we w ill no doubt need a battery of 
them.” 


Duplicard addressers print the address from 
specially processed 3” by 5” file cards or stand- 
ard punched cards (IBM, Remington Rand, 
etc.) typed as spirit masters, at only a fraction 


of the cost of the older systems. 


Write for illustrated catalog. 


DUPLICARD ADDRESSING MACHINES Co. 


Duplicard Model E-22-Tab, electric 
automatic. Speed: 5,400 addresses 
per hour. 


1010 E. Chestnut Street, Santa Ana, Calif. 
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copies to show how the reports are | 


used. In a column for each depart- 
ment that receives a copy of a report, a 


code letter is placed: “I” for informa- | 


tion means no action is taken on the 


report; “C” for control means action is | 
taken when report data so indicates; | 
“S” for special means the report has a | 


limited life; “G” for government indi- 
cates that the report results from a 
governmental regulation. 

Schedule the completion data of re- 
ports on the basis of use. There is a 
difference between statistical and ac- 
counting reports. Complete the purely 
accounting reports as soon as possible 
after “closing the books.” Most subse- 
quent analysis depends on statistical de- 
tails which may not have the same 
pressing demand or the same timing as 
accounting reports. Establish a system 
of priorities so that reports are sched- 
uled on the basis of need. This is 
nothing more than preplanning by 
which work can be finished within the 
time limits imposed. A sample sched- 
uling report is illustrated on page 81. 

Analyze cost of stationery and sup- 
plies. Large companies issue stationery 
and supplies on requisition and have 
the basis for an analysis of the use of 
all stationery and supplies. Small com- 
panies rarely use requisitions as a means 


of distributing forms, supplies and sta- | 
tionery, and recognize the cost of such | 


supplies only as part of general and 
administrative expenses in total cost 
only. 
which is the economical use, depends 
in a large measure on the statistical 
analysis of the turnover of these items. 
Frequency of ordering supplies, quanti- 


ties ordered and the items ordered pro- | 
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The effective use of supplies, | 


BOWLING 
AND 
.. ATHLETIC 


’ GROUPS... 
ALL cei0008 


use Awards and Certificates for mem- 
bership . . . contributions . . . recognition . . 
outstanding achievements. 


ALL 


. the Awards and Certificates will look 
better when you start with 


GOES BORDERED BLANKS 
You get multi-colors with only one color 
imprint. 

You get a big 33445% profit . . . Plus your 
regular mark up and quantity discounts. 


You get a more satisfied .. . and more likely 
to repeat .. . customer 


Every time you use 
GOES BORDERED BLANKS 


Need samples? Write today, we'll rush them 


ned 


LITHOGRAPHING CO. 


42 WEST 6lst STREET * CHICAGO 
For More Information Circle No. 406 
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Replace 
with 
Colson 
Casters 


Speed up work... 


Save floor damage 


Send for new Colson catalog C101... 
contains over 2000 job rated test proven 


money saving Casters. 
75: 
ae <3 saad 
ee. Rp) J 
or distributor 
or write to 


THE COLSON ve Tete 
7 S. Dearborn Street CHICAGO, ILLINOIS 
For More Information Circle No. 407 
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vide a better basis for appraising costs. 

It is essential for management to 
determine the grade and variety of 
items purchased for office use or else 
too wide a range of items will be 
bought through the personal request re- 
quest of employees. There is always 
the possibility that “gadgetry” (non-es- 


sential items) will increase the cost of 
| supplies unless controlled. 


Use discarded forms as scratch pads. 
If forms are printed on one side only 
(and most are) and become obsolete, it 
is More economical to pad and use them 
as scratch paper than to use them for 
only a part of the procedure for which 
they were intended. A form becomes 
obsolete when it no longer serves a 
useful purpose, or when the method 
changes and requires different forms. 
To perpetuate a method in order to use 
up a supply of forms is too costly. 

One office manager made an inspec- 
tion of wastebaskets after hours (a prac- 
tice which may be interesting and en- 
lightening, but not very dignified; hence 
not recommended), and discovered that 
notes and memos (and doodling) were 


2UA0 I 


“Don’t be a litterbug!”’ 


Tue Orrice—February, 1960 





being made on expensive engraved let- 
terheads. Scratch pads solved this 
problem. 

(Next month Mr. Wylie will discuss 
the “Effective Way to Control Ex- 
penses.”) 


The Computer Crisis 


(Continued from page 85) 


saving, speed and hardware. Early users 
sought these blindly. They failed to 
reckon the cost in relation to total bus- 
iness expenses. Thus, the early eco- 
nomic impact of office automation fre- 
quently was disastrous. 

The businessman considering instal- 
lation of office automation today is 
fortunate. Successful users and equip- 
ment manufacturers have found ways 


and means, short-cuts and procedures, 
that make it possible to survey the need 
and come up with a practical system 
that will deliver results. Today’s buyer 
can also capitalize on the results of 
federal government’s use of the “total 
systems” approach. Only the govern- 
ment could afford to experiment so 
broadly in this field. Much of this was 
carried out in connection with defense 
where the needs for automation were 
acute. 

As with any new major development 
which brings a change in life as office 
automation does, there are bound to be 
rough spots in conversion. However, 
never has any development offered the 
possibilities for benefit and growth that 
electronic data processing extends to 
the business community. 





AUNDERS 


mG. CO., INC. 


MANUFACTURERS OF DURALUMINUM 


HOLDERS 


FOR HANDWRITTEN 
BUSINESS FORMS 





LIGHTWEIGHT 








and only 
Sure-Rite 
has it! 


Look for the stencil. 
with the patented 
Red Dot Seal Tab! 


= Write for full 
information and 
free sample. 


American Stencil Manufacturing Co. 
2714 WALNUT STREET « DENVER 5, COLORADO 


For More Information Circle No. 447 
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P. O. Box 243, Winthrop, Maine 
WEATHERPROOF 


SEND FOR 
NEW CATALOG 


_____For More Information Circle No. 446 _ 


PROBLEMS 
SOLVED — 


3 PHONE 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 
, HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 

Write for Literature. 
HUSH-A-PHONE 


72 Madison Ave. 
New York 16 
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NSBB Administrative Secretary 


The National Society for Business 
Budgeting has established headquarters in 
Cincinnati. Melvin C. Aichholz, formerly 
controller of Bavarian Brewing Co., Cov- 
ington, Ky., and secretary-treasurer of 
Bavarian’s International Breweries, Inc., 
was named full-time administrative secre- 


tary. 


Standard for Work Charting 


A new American Standard establishes a 
method of charting office procedures for 
analysis. Two charts are described: pro- 
cedure and method. Standard symbols are 
illustrated and defined. American Standard 
Method for Paperwork Procedures, X2.3.4- 
1959, is 35¢ from American Standards 
Assn., Dept. PR 112, 70 East 45th St., 
New York 17. 


More Office Fringe Benefits 


A survey of the Industrial Relations 
News Leadership Panel of more than 200 
industrial relations and personnel execu- 
tives, indicates 27% plan to increase white- 
collar fringe benefits soon. Only 14% said 
they expect to increase benefits for factory 
workers. The panel indicated that there 
has been a narrowing in the traditional 
lead of white-collar employees over blue- 
collarites on fringe benefits. This may be 
one reason why broader benefits are 
planned for office workers. 


Employment to Continue to Rise 


Employment will continue to rise 
throughout 1960. This was predicted by 
34% of more than 2500 business leaders 
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questioned in an independent, nation-wide 
survey conducted by Manpower, Inc. 
Elmer L. Winter, Manpower president, re- 
ported that 45% expect employment to 
hold at present levels for the year and only 
3% anticipate a drop. The remaining 
18% had no opinion. The survey also 
asked about specific predictions for the 
first quarter. These results indicate 64% 
expecting employment to remain the same, 
21% looking for an increase and 8% for 
a drop. 


Sound Beats Sound 


Noisemaking devices of a_ peculiarly 
tranquilizing frequency are being used to 
override ordinary office noise in the new 
Time & Life Building, New York. De- 
veloped by acoustical consultants Bolt- 
Beranek & Newman, Cambridge, Mass., to 
overcome the noise-transmitting drawback§ 
of lightweight office partitions, an I-beam- 
shaped metallic noisemaker is installed in 
air-conditioning diffusers in each office. 
The rush of air—warm in winter, cool in 
summer—around the I-beam produces a 
sound concentrated in frequencies where 
the partitions are acoustically weak. The 
humming drowns out the sound of office 
chatter, typing and telephones, etc. 


Physiological Office Factors 


A survey of physiological factors gov- 
erning office environment by National Of- 
fice Management Assn. brought replies 
from 1974 companies, according to W. T. 
Cavanaugh, executive director. Of the 75% 
that have sound-conditioning, 43% im- 
proved employee morale, 29% increased 
accuracy, 16% increased work volume, 
4% decreased employee time losses and 
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Whatever the ayollealton ... 
You can improve yowe dupltealing wiih 


MAC KINAC 





JOB-READY MACKINAC, 


BUSINESS PAPERS cin 
| ais 


MACKINAC Job-Ready Papers are improving du- 
plicating in virtually every branch of business and 
industry. No matter what machine or process you 





use, there is a MACKINAC Job-Ready paper speci- 


Booklet showing uses of com- 
plete line of papers sent on 
cleaner, sharper, clearer copies. request. 


fically made to do a better job every time . . . make 


Here are the 


MACKINAC Opaque Vellum is available in white 7 GRADES of 
only, in three weights. All other MACKINAC papers  MACKINAC PAPERS 
are available in white and six bright colors that © BOND 
match across the line. DUPLICATOR 
MANIFOLD 
MIMEO 


MACKINAC PAPERS OFFSET 
ore moisture-proof OPAQUE 
wrapped. VELLUM 


FLETCHER 


Feel 


PAPER COMPANY 
General Sales Offices: 20 N. WACKER, CHICAGO 6, ILLINOIS 


Mill at ALPENA, MICHIGAN 
For More Information Circle No. 282 
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Profits are Made at 


The City sleeps, but this business 
goes on as usual, with the help of 
Baltimore Business Forms. Day 
and night customers phone their 
orders to central headquarters. 
Robot machines, in branch deliv- 
ery Offices, print orders simultane- 
ously on troublefree Therm-O- 
Seal Handy-Fast Forms, recom- 
mended by the Baltimore Busi- 
ness Forms Systems Advisor. 


When morning comes .. . night- 
time orders are completely writ- 
ten... ready for delivery without 
delay. The profits have been 
made... while the city sleeps. 
Write or phone the Baltimore Busi- 
ness Forms Company for the inter- 
esting report... ‘‘A Robot Writes.”’ 
Perhaps some of these money-mak- 
ing methods may be adapted to 
your own business. 


Baltimore Business Forms 


Division of the Baltimore Salesbook Company 
3144 FREDERICK AVENUE, BALTIMORE 29, MARYLAND 


For More Information Circle No. 454 
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4% decreased turnover. Air-conditioning 
has been installed in 72% of the offices 
surveyed. Walls painted in pastel colors 
were preferred by 77% over all other types 
of wall covering. Fluorescent lighting is 
used by 83% of the offices. The 18% 
having music reported it was successful 
in reducing fatigue and monotony of cer- 
tain types of office work. In general office 
areas, 62% are using 60-80 sq. ft. per per- 
son (including accessories). The complete 
14-page report is $2 from National Office 
Management Assn., 1931 Old York Road, 
Willow Grove, Pa. 


Parcel Post Rates Go Up 


Higher rates for parcel post, catalogs 
and printed advertising matter go into 
effect this month. Increases range up to 
35%, averaging 17.1%. Arthur Sanders, 
executive secretary of the Scale Manufac- 
turers Assn., said that his industry had to 
work fast to have charts with the new 
rates ready by Feb. 1. 


Computer for British Pensions 


An order for one of the largest elec- 
tronic computer installations in Europe, 
was placed with E.M.I. Electronics Ltd., 
by the British Ministry of Pensions & Na- 
tional Insurance. The all-transistor Emidec 
2400 will cost over half a million pounds 
to manufacture and install. The comput- 
ing center will be at Newcastle to process 
the volume of data connected with the 
Graduated Pensions Scheme. It is esti- 
mated that there are some 25 million in- 
sured persons in Britain with over a mil- 
lion additions or changes each year. The 
computer will store statistics such as name 
and address, amount of each contribution 
and sum paid to date. Each day, records 
of every insured man and woman will be 
processed to extract the persons reaching 


retirement age, and other changes in per- . 


sonal particulars. The computer will com- 
plete this task in under four hours. The 
number of forms to be processed yearly to 
enable the scheme to operate at top ef- 
ficiency will total over 30 million. 
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Cyanamid’s New Offices 


The first tenant in the new 48-story Time 
& Life Building in Rockefeller Center, 
New York, was American Cyanamid Co. 


‘which recently moved 850 employees into 


100,000 sq. ft. on the Sth and 6th floors. 
Planned months in advance to synchronize 
with construction progress on the building, 
the move consolidates operations of the 
company’s engineering, construction and 
international divisions and other units 
which were housed in five buildings. The 
move entailed transfer of 4200 pieces of 
office equipment in 150 vanloads. 


Correspondence Training Aid 


Better Letters, a service of Economics 
Press, Inc., Montclair, N. J., offers an 
executive training program in effective 
communication. Bulletins appear twice 
monthly on the Sth and 20th. Basic sub- 
scription is $4 per month. Details avail- 
able from above. 


Business Literature Index 


An index of business literature is pub- 
lished by the Keith Business Library, Box 
453, Ottawa, Canada. Titled, “Business 
Methods Literature,” this monthly inter- 
national publication covers books, pam- 
phlets and articles appearing in over 200 
U. S., Canadian and British periodicals. 
Topics include management, personnel, 
finance, insurance, etc. Subscription is 
$12 a year. 


Universal Data System 


Norman J. Ream, regional vice presi- 
dent of Systems & Procedures Assn., heads 
the association’s program for formulating 
a common, universal information handling 
system. The program is aimed at: (1) de- 
velopment and adoption of a common 
language; (2) cooperation by manufactur- 
ers to design their machines to accept the 
language; (3) cooperation by forms de- 
signers and manufacturers to agree on 
standard layouts for most effective use of 
the common language. 








HOT WAX SPOT CARBONIZED 


Business Forms is TRANSKRIT 


If you use business forms (and who doesn't?), you must investigate the time-, 
space- and work-saving features of TRANSKRIT spot carbonized business forms! 


Non-smudge TRANSKRIT spot carbonizing eliminates bulk and bother of carbon- 
interleaving in multiple forms! Used for over 20 years for business forms of every 
kind: payroll checks, tax bills, bank systems, bills of lading, 

labels etc. 


Ask your BUSINESS FORMS DEALER, PRINTER, or 
STATIONER for the big new TRANSKRIT Specimen Port- 
folio, chock-full of samples and ideas. . . it’s free! 


TRANSKRIT (,roracon. 


NATIONWIDE SERVICE THROUGH DEALERS EXCLUSIVELY 


DEALERS: Ask for your supply of 704 BROADWAY 633 PLYMOUTH COURT 
TRANSKRIT Specimen Portfolios NEW YORK 3, N. Y. CHICAGO 5, ILL. 
— ready for your imprint. GR 7-6700 HA 7-0247 


See us at Booth 167 at Chicago OMAC Show. 


THE ONLY BOOK OF ITS KIND! 


Describes all office reproduction and duplicating proc- 

MANUAL (@ esses. Time-saving charts show wt -2 glance which 

OF = process to use for best results in any situation. Tells 

OFFICE how to make the most economical use of whatever 

REPRODUCTION duplicating machines an office may now have—how to 

é combine the advantages of one process with those of 

another to save time and money. Also tells when not 
to use certain methods. 





Over 200 pages of helpful information, and illustrations 
(including 100 pages of advertising by duplicator manu- 
facturers, with Buyer’s Guide index). 


OFFICE PUBLICATIONS, INC., 232 Madison Ave., New York 16, N. Y. 


Please send me ................ copies of the MANUAL OF OFFICE REPRODUCTION 
at $3.25 a copy. (]/ natin remittance. (_] Send invoice. 


Se eee eee eee es ee 


Zone ... .State 


4 (RRS SSS SSS SSS SSS SSS SSS SSS SESE SS SSS ee eee eee ee 
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Wh A e E Keep the Record That 
ere Automation Ends | reaity counts! 
(Continued from page 122 The OnigseAt 
. . ‘ top copy stays 
tion of a passed date. There is no ques- in the machine. 
é : ; s the only 
tion that adequately supervised and in- copy you can be 
sure fully and clearly re- 


telligent machine data processing, and nee Cae ene es eae 


: : 4 . is kept in the locked com- 
trained coordination of data in written partment of the TOPPERS 


Autographic Register. Carbons may be eye gee 
reports, can classify and record what | | \veldea'stect ‘and finished in neutral gray. Write to 
has happened. The deficiency and dan- TOPPER REGISTER COMPANY, Not Inc. 
ger lies in the fact that this impersonal P.O. Box 280 m Danville, Il. 
" ee For More Information Circle No. 387 
approach makes difficult or eliminates = 


the rapid, current evaluation of inter- NIPPO 
= 


pretations which such results make pos- | CHECK WRITER 
sible, and which can be translated by Indelibly prints 
management into practical efficient | | Just the “" tb 








change-minimized plans for the future. | | @ @ bis 

Bachincs 6 dem ” | | machine 

achines an epartmental reports costing up 

can show accurately that you lost to $500.— & 4 
money, but they can’t tell you why. : F Type 
They can be interpreted to prove con- NIPPO MACHINE INDUSTRY CO., LTD. 
clusively that your overhead is too high, Tenjin-cho-Nishi-ku, Yokohama, Japan 
but they can’t tell you how to reduce it. 
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They can supply data which tells you | WjS}riter 


~~ girl addresses more than 


. aw aif : ¢ ,000 media daily with this 
how much taxable gain resulted in a quienes Gledies bead vias 


particular transaction, but they can’t machine. 
. . . Put addresses or short mes- 
appraise, in advance, the tax conse- ASLAM aces on envelopes, labels, 
Wye lem statements, postal cards, 


literature, etc. Thousands in 
use coast to coast by stores, 
restaurants, independent 
businessmen, salesmen and 
others with addressing jobs 
to do. 


Send for literature to 


ViSIrecord Inc. 
“= 375 Park Ave., New York 22, N.Y. 
For More Information Circle No. 389 


GENUINE ENGRAVED | 
LETTERRIEADS 
DIES ano PROOFS $f) 22 FOR 


—— 1000 
Gonwere BUSINESS CARDS 
soe ants 1000 sisi ttt 


MANUSCRIPT COVERS 100 FOR $3.00 W A NT : 0 


CLIP YOUR LETTERHEAD 10 THIS AD... 
MAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
For More Information Circle No. 390 
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quences of a planned activity. They can 
be used to calculate taxes you will pay, 
but they can’t advise how legally to 
avoid or minimize them. They can pro- 
duce data that results in a weak finan- 
cial statement, but they can’t advise what 
to do to improve your next statement. 
These things require a specially trained, 
experienced human brain. Depend too 
much on machine processed data and 
collections of written reports and you 
can be sure your business failure will 
be properly recorded. But, if you want 
the benefit of advance knowledge and 
advice in time to prevent a failure, or 
improve your profits, go to the pro- 
fessionally trained public accountant 
with his varied experience and knowl- 
edge of many businesses. In the field 
of management advisory service, his 
work starts where your machines and 


internal accounting departments leave 
off. 

Here are three simple illustrations of 
the advantages of professional account- 
ing. A business manager was convinced 
that his profit was hindered by a lack 
of purchasing power and credit. This 
was further hampered by the circum- 
stances of his trade where purchase 
discount period didn’t coincide with his 
turnover of receivables. He took his 
problem to a public accountant who pre- 
pared his annual statements and tax re- 
turns. The accountant pointed out that 
by borrowing from his bank on short- 
term notes, he could regulate the flow of 
funds, take his discounts, which would 
more than offset the interest, and begin 
to increase his purchasing power. The 
notes were repaid from the normal 
turnover of his receivables. 

Another business manager was con- 





Recharge your typing with “the printed look’’! 


CARTER’S ELECTRIC LINE 
Fabric Ribbons Carbons Carbon Paper Ribbons 











It’s custom-designed for hard-hitting 
electric machines! Just the right inkings 
— weights and finishes — fabric, paper, j : 
film ribbons. Always sparkling results, iL) 


long range economy. At your stationer 


or office equipment dealer. 


©THE CARTER'S INK COMPANY, 
CAMBRIDGE 42, MASS. 


For More Information Circle No. 355 
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vinced of the economy of leasing dif- | 
ferent quarters for his business. Arrange- | 
ments with a developer and lessor of 
such properties were made, subject to | 


approval of a mortgagee as to the ten- 


ant. The manager had his own account- | 
ant prepare current financial statements | 


which, on the basis thereof, the mort- 
gagee declined to approve. The builder 
suggested calling in a public accountant. 
After the latter suggested two simple 
entries on the books and made some 
minor changes in the format of the 
financial statement, it was resubmitted 
and approved. 

A landowner decided to place his 
property in a corporation he owned. 
He consulted his public accountant with 
his plans, and was informed what the 
tax consequences would be. He was 
further advised of a procedure to ac- 
complish the desired results with a tax- 


free exchange instead of a tax conse- | 


quence. 

Your business has its own problems 
and its own functions which may be 
large or small. You may use automatic 
data processing, or just bookkeepers. 
Whatever your circumstances, if you are 
not utilizing the particular skill, training 
and experience of the individual pro- 
fessional accountant, you are fighting the 
economic battle with less than a full 
team. 


Credit Decisions 


(Continued from page 154) 


National Assn. of Credit Management 
has already encountered some disturb- 
ing effects from automation. A basic 
purpose that led to the founding of 


NACM 64 years ago was to facilitate | 
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IN QUALITY 
IN PERFORMANCE 


FIRST | * rare 


VERTICAL FILING SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


NEGATIVES e OFFSET PLATES 
STENCILS e SKETCHES « ARTWORK 
MASTERS ¢ X-RAYS 
ATLAS HANGERS AND CABINETS 
Only Atlas manufactures a complete 
line of cabinets and hangers in 11%”, 

14”, 18”, 22”, and 24” widths. 

DNP Hangers (illustrated)—for offset 
plates and negatives 

SH Hangers—for serrated edge offset 
plates 

PH Hangers—for pinhole edge offset 
plates 

PSC Hangers—for straight edge plates, 
negatives, stencils 

DSH Hangers—for standard stencils 

DGR Hangers—for foreign heading 
stencils 

File-Grip (TM) Hangers—for large off- 
set plates, blueprints, maps, etc. 


Write For Complete Literature 


on tt 


- Hh | 
ATLAS SD TEED 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 
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QYte 


PLATEMAKER 


PERFECT OFFICE 
PLATEMAKING . 
MACHINE 


Sy 


LOAD 
Lift the glass, 
position the 
negative and 
plate. 


FLIP 


Pull the release 
knob and flip tor are built 
the vacuum right into the 
frame over. base. 


EXPOSE 
Arc and reflec- 


Vacuum frame on top... . carbon arc lamp in the base, 
Here is the ideal unit for office and in-plant platemaking. 
The combination of compactness, simple controls, auto- 
matic arc control, makes it easy for skilled or unskilled 
personnel to make perfect plates. Available in seven sizes, 
from the FT-18, for plates up to 13 x 18, to the FT-60, for 
plates up to 50 x 62. Larger units feature fully 
automatic arc control. 

Ask your Graphic Arts supplier for complete 
information or send for Bulletin 500-0. 


COMPANY, INC. 
4110 W. GRAND AVE, 
CHICAGO 51, ILL. 


NEW YORK OFFICE: 415 PARK AVE. SO., NEW YORK 


For More Information Circle No. 353 
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the voluntary exchange of confidential 
credit information to protect credit 
risks in businesses of every kind. This 
service, now provided by 59 affiliated 


| units of NACM in cities with a high 


concentration of businesses, rapidly 
transmits credit experiences with custo- 
mers of more than 12,000 member 


| companies. 


Providing credit experience is be- 


| coming increasingly costly and difficult 


for some companies that have auto- 


| mated. The necessity to obtain credit 


history (such as recent high credit or 
manner of payment) from different 
sources also slows down the process. 
Yet the strength and value of the serv- 
ice for each member depends on the 
maximum mutual interchange of com- 
prehensive information among all. 

This deepening problem requires out- 
spokenness and attention from credit 
management now, if top corporate man- 
agement and computer manufacturers 
are to recognize its importance and 
potential consequences. Credit managers 
should participate in company studies 
preliminary to installation. The credit 
department should be considered when- 
ever a company initiates the planning 
stage for conversion to automatic data 
processing. This has not always been 
done. 

Many companies that seek to answer 
the question, “Should we automate?” 
use outside advisers and consultants to 
study workflow throughout the com- 
pany. The broad viewpoint is essential, 
since automation of any segment of a 
company’s operation will have an im- 
pact on the entire system, may affect the 
methods and procedures that make the 
system work and, in some cases, may 
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NEW DESIGN IN FILING EQUIPMENT 


The Flash line includes over 160 items in 
metal office accessories, job ticket, display 
and time card racks, book and catalog 
racks, drawer trays and files, check files, 
bill boxes, office mail boxes, stationery 
holders and racks, card files, posting tubs, 
etc. All made from heavy gauge steel with 
baked-on enamel finish in gray, green, mist 
green, tan and office brown. Send for free 
catalog. 

Territories 

open 

distribution 

and 


for | 


representa- 


tion. 


Build up desk 


trays, note 


letter and 
legal size. 


FLASH FILING, INC. 
2634 S. Cherry, Fresno, Calif. 
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TURERS fF 


MaNUFAC 
TYPEWRITER PARTS AND 


BERLIN W35 LUTZOWSTR 3 
ASK FOR ILLUSTRATED LITERATURE 





SUCCESSOR TO 
CARBON PAPER 
RIBBON 


eWONDERFULLY clean, sharp impression for 
executive-calibre typing, litho-masters, photo-copy 
and xerography. 
e@ TIME SAVING: gummed leader ends for automatic 
new-roll threading. Keeps hands clean! 
e@ TOUGH: polyester film—remarkable tensile strength! 
No mid-spool breaks, repairs, rethreading. 
e THIN: 1150 feet per 4” roll... generally more than 
twice the length of paper rolls. Change HALF as often! 
e@ ECONOMICAL: 3 tapes, Trial Order... $5.00 ppd 
1 doz. tapes... $18.50 ppd. 
1 gross tapes... $17.00 per doz., ppd 
TYPES LIKE PRINTING 
For: IBM, new model Underwood Electric, R.C. Allen, 
Smith-Corona, Royal (Specify machinewhen ordering.) 


BEST INDUSTRIES, INC. 
1406 Ponce de Leon Blvd. » Coral Gables, Fla. 
For More Information Circle No. 383 











WHICH ONE OF THESE 
MANAGEMENT 
QUESTIONS 


GETS A HAZY ANSWER 
IN YOUR COMPANY? 


@ Whot is Policy? 

(2) What are the 7 marks of a Useful Report? 
How can we write procedures so 
anyone can understand who does 
what and when? 

@ How do bootleg forms affect office costs? 

Oowill Electronics solve your 
office problems? 

Oo Is an organization chart A Useful Tool? 
Each of these questions is answered in 
separate issues of SYSTEMATION, a new 
service by a 42 year old management 
service company. 
SYSTEMATION costs $20. a year. But you 
can judge for yourself first. Write for free 

copies of issues answering any 


[FREE] °° of the above questions. 
SysteMation Division of : 


Ross Martin Co. 
Dept. A-520, P. 0. Box 800, Tulsa 1, Oklahoma 





For More Information Circle No. 385 
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Brand new! 
PAPER TRIMMER & 
CUTTER combined 
CUTS UP TO 50 
SHEETS IN ONE 


STROKE 


6 MODELS: 
14/22? 28732” and 
28” and 32”(foot models) 


KUTRIMMER 


ALSO CUTS cardboard, fibreboard, 
foils, rubber, fabrics, leather, lino- 
leum, felt, thin plywood, thin soft 
metal and many similar materials. 


FOR EVERY BUSINESS: 
offices, plant, shipping, schools, 
banks, photography, and homes. 
See KUTRIMMER at your local 
dealer or write to 


MICHAEL LITH sales corp. 
147 West 45th Street, New York 36, N.Y. 


For More Information Circle No. 363 


CONFIDENTIAL 


MT4 — WITH 
LOCKING DOORS 
STURDY METAL CABINET 
map file, has 112 tilting 
tubes. Easy to file and 
find maps, tracings, blue 
prints to 60”. 
MAIL ORDER TODAY 





Patent No. 1610368 


SCOTT-RICE CO. 
For More Information Circle No. 364 
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610 S. Main, Tulsa 19, Okla. | 


, influence the company’s basic organiza- 


tional structure. EDP is an anonymous 
force that must ignore traditional func- 
tions and lines of reporting, and may 
shift traditional boundaries between line 
and staff. It is also related to—and may 
alter—the degree of centralization or 
decentralization in the company. How 
branch operations fit into the whole 
corporate pattern is an important factor 
in the decision to automate and, how 
to do this successfully. 

Those who have traveled this road 
know that the ultimate success of the 
program—whether it leads to action or 
postponement—depends on studying 
every phase and effect of automation in 
tedious detail with uncompromising real- 
ism. This includes a close view of what 
actually will happen in the credit de- 
partment: what it needs—and may lose 
—with electronic equipment. If the com- 
pany is to know the true future costs of 
a computer and protect its profits fully, 
it should include the credit manager in 
the so-called feasibility study. 

The credit manager also has a new 
burden of responsibility as he ap- 
proaches a more automated business 
world. He must ask himself some hard- 
headed questions such as: 


@ How much information on past cus- 
tomer experience is needed? 

e Is too much reliance placed on his- 
torical information rather than on cur- 
rent information? 

e How up-to-date must be current ac- 
counts receivable information? 

e How necessary is daily posting of 
invoices? 

e Could a greater number of accounts 
be assigned for automatic approval? 

e Could some of the decisions now 
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made by credit men above the clerical 
level become a part of clerical routine, 
thereby freeing the credit man for more 
important work such as statement analy- 
sis, study of risk, closer contact with 
customers and sales departments, etc.? 
e To what extent can collection pro- 
cedures be made routine and mecha- 
nized? 
e Are exact figures necessary in reports, 
or can approximations be as effective? 
e Is exact information on high credit 
less important than manner of pay- 
ment? 

Although it is constantly said, it 
cannot be repeated too often—every — 





business transaction is a story of human 
decisions and actions. Credit appraisal 
remains peculiarly a human affair, as it 
has been from the first mercantile trans- 
action in which one man sold goods or 
services to another in exchange for a 
promise to pay later. Credit management 
needs the complete story of how a pros- 
pect or customer has paid in the past, 
if reasonable trust is to be placed on 
his paying in the future. Credit man- 
agers must assure themselves that ma- 
chines will serve this function and pur- 
pose. They must see to it that machines 
serve, not destroy, credit management’s 
capacity to make sound credit decisions. 





NO FUSS— NO MESS 


When you use 


LINOLEUM 


sample or first order 


2-ply wipers with 


. om 
~~ 
o 
© 
wy 
ee 
o 
= 
a. 
3 
= 
7 


ne fil 
LINOLEUM DESK T 
ur yin {ik | 


Free test sam ‘ 


FREE 


Dealer’s inquiries invited. 


CooO-Koeem 


Desk Top Cleaner 


PS LOOK BRAND NEW IN 2 MINUTES! 


Ji 


Easy to apply. Pour it on — Wipe it off. 
Contains magic miracle compound that penetrates 
stubborn grit and grime. Brings back original finish. 


1 Pint—$1.25 Doz. Pints—$12 


(WEST COAST SLIGHTLY HIGHER) 


Order today. Money back guarantee. 


WIEMER’S, Inc. 


70 Vernon Street © Bridgeport, Conn. 
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File Speedaumat Plates 


with THE QUIK-SORTER 
The Quik-Sorter saves time wherever Speedaumat plates are filed. 
One person can easil 
alphabetically, numerically, geographically—or any other desired 
uik-Sorter 


groups. The 


partitions whic 
can be removed to use fewer, 
One operator can use as many as three 
into as many as 192 different — 
literature and prices. 


Addressin 
5, Calif. 


on 
Machine Co. of Calif., Pr Mission St., San Francisco 
Ukon 2-2130. 


FAST 


sort plates to a wide range of categories: 


as 64 compartments with removable 
can be indexed as required—or some partitions 
but larger, compartments. 

uik-Sorters, sorting 
end for tlustrated 
Write to 


ories. 


Sold ay approval. 
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Friden Mailing Machines Div. 


Appointment of 
Wesley E. Jenkins 
as sales manager of 
the Mailing Ma- 
chines Div. of 
Friden, Inc. was an- 
nounced by Robert 
E. Busher, vice 
president and gen- 
eral sales manager, 
six months after 
Friden’s acquisition 
of two mail equipment companies: Cum- 
mington Corp., Boston, and International 
Postal Supply Co., New York, which now 
form the International Postal Supply Div. 
of Friden in Lewistown, Pa. Previously, 
Friden acquired exclusive distribution 
rights for the U. S. and Canada of a mail 
inserter manufactured by Ertma of Switzer- 
land. 


Wesley E. Jenkins 


Farrington Acquires Adrema Ltd. 


Acquisition of Adrema Ltd., one of the 
United Kingdom’s leading manufacturers 
of business machines and systems, by Far- 
rington Mfg. Co., Needham Heights, 
Mass., was announced by William M. 
Tetrick, Farrington president, and Lord 
Melchett, Adrema chairman, who was 
elected a director of Farrington. Adrema 
manufactures Bradma addressing, listing 
and plate embossing machines, mailing 
equipment and storage systems. R. S. Cran- 
ston, who was named a vice president of 
Farrington, remains managing director of 
Adrema. 
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Champion Paper Specialties 


Champion Paper 
& Fibre Co. an- 
nounced the forma- 
tion of a subsidiary, 
Champion Paper 
Specialties, Inc., to 
process and distri- 
bute a wide line of 
impression papers 
under the name 
Trim-Pak, intended 
for small offset and 
duplicating processes. It will also market 
decorated and embossed box and gift wrap 
papers. Sterling E. Brown is president of 
Champion Paper Specialties, Inc. Mr. 
Brown has been with Champion since 
1940. Since 1956 he has been sales man- 
ager for printing papers. Assisting Mr. 
Brown as product sales manager for gift 
and box wraps, will be Spurgeon Brandt 
who joined Champion in 1959 after 27 
years experience with Wyomissing Paper 
Products, Div. of Narrow Fabric Co. 
Gordon Fahs will act as operations man- 
ager. He is a registered engineer and 
C.P.A. Donald Fraher is assistant opera- 
tions manager. 


Sterling E. Brown 


Morris is President of Acco 


Natser Corp., announced the appoint- 
ment of Robert H. Morris as president of 
its Acco divisions and Canadian sub- 
sidiary following the retirement of Gerard 
D. White. These are, respectively, Acco 
Products and Acco International, both of 
Ogdensburg, N. Y., and Acco Canadian 
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MODERN 


MASO|}ELEVATOR STAND 


VALUE Far above THE PRICE 


QUIET unpercoatep To ABSORB NOISE 


MORE FOR 
YOUR MONEY 


All steel 
Power pedal 
Rattle proof — quiet 
2 drop leaves 
Elbow-type arms 
Tubular legs 
@ Soft rubber casters roll smoothly 
e@ One foot adjusts for uneven floors 
@ Baked enamel finish; also available in colorful 
wood-grain plastic tops. 
EXCLUSIVE FEATURE: 1-piece leg bracket 

















NO. 1695 jd 

MASO MASO elevator stands are ideal for electric 

SPECIAL - typewriters, adding machines, calculators and 
other office equipment. 





CHOICE OF COLORS 
Mist Green 
Gray 
Desert Tan 


Olive Green . Exclusive 
Brown One Foot Adjustable | Continuous Piano Hinge \ Power Pedal 


FOR COMPLETE INFORMATION-MAIL COUPON TODAY 


a ee SSeS are ee 











Interstate Metal Products Co., Inc. 
(Office Equipment Division) 
666 Lake Shore Drive, Chicago 11, Ill. 


Please send us FREE Office Equipment Catalog and price 
list on MASO quality products. 


Established 1933 


Other EXTRA VALUE products 
by INTERSTATE include a 
wide variety of bookcases, 
storage cabinets; steel eleva- 
tor-type stands for heavy 


NAME 
TITLE — 
COMPANY — 


iness machines; office util- 
business mac s; 0 seen 


ity stands, plastic chair mats. (City) ——S=S*«*«‘ome?):~=«C~*«d(Statte??CstCt 
For More Information Circle No, 287 
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or sealing and mendinteesmare firs P 
The strong, clear tape that’s sure to stick 


SCOTCH BRAND 
Cellophane Tape 





That’s the famous M-92 Dispenser she’s using; measures out pre- 
set lengths of tape—-saves you as much as 's on tape costs! 


f bive. ninesien spose ot 3 C2-, Bt Fal 6, ina. Export: Kod gph ange 


Y eet ‘ig as Se eZ - me gee: ol son ork | 
Misntsora TMiinine ano Manuracrurine COMPANY 
»WHERE RESEARCH IS THE KEY TO TOMORROW 








Co., Ltd., Toronto. Mr. White, who was 
highly instrumental in the development of 
Acco to its present position in the office 
supply field, was with them over 40 years. 


Robert H. Morris G. D. Murray Til 


He is now honorary vice chairman of the 
executive committee of the U. S. and 
Canadian companies. Mr. Morris was for- 
merly executive vice president, a position 
now held by G. Donald Murray III, pre- 
viously vice president. 


Old Town General Manager 


The appointment 
of Gabriel S. Carlin 
as general sales man- 
ager of Old Town 
Corp. was an- 
nounced by J. C. 
Quinn Jr., 
vice president. Old 
Town manufactures 
duplicating eq uip- 
ment, supplies, rib- 

Gabriel S. Carlin bons and carbons. 
Mr. Carlin has been with Old Town more 
than ten years, serving as printing produc- 
tion and sales manager, advertising man- 
ager, executive assistant to the vice presi- 
dent for sales and, most recently, New 
York sales manager. 


Waterman-Bic General Manager 


Robert Phillip Adler was appointed gen- 
eral manager of Waterman-Bic Pen Corp., 
Seymous, Conn. Mr. Adler has been with 
the company 4% years, advancing suc- 
cessively from the positions of junior ac- 
countant, general accountant, chief ac- 


<—For More Information Circle No. 230 


senior ' 


countant, controller and treasurer to his 
present responsibilities as general manager. 
The Waterman-Bic Pen Corp. was formed 
a year ago by the union of Waterman Pen 
Co. and Bic Pen Company of France. 
Waterman Pen was founded in 1884. Bic’s 
precision ballpen has daily sales of over 
1,500,000. Their factories are in France, 
Italy, England and Sweden. 


Photostat Promotion Manager 


George W. Greble 
was appointed man- 
ager of advertising 
and sales promotion 
and coordinator of 
dealer relationships 
for Photostat Corp., 
Kenneth M. Leg- 
horn, president, an- 
nounced. Mr. Greble 
will be in charge of 
all phases of Photo- 
stat’s advertising and promotion campaign, 
and will also develop and administer spe- 
cial incentive programs for Photostat’s 
nationwide sales force. His responsibilities 
include coordination of dealer relations, in 
which he will work with regional and 
branch managers to help local dealers con- 
tact and service new customers. He joined 
Photostat Corp. in 1957. 


George W. Greble 


Cole National Sales Manager 


O. H. Krug was 
appointed national 
sales manager of 
Cole Steel Equip- 
ment Co., manufac- 
turers of office 
equipment and fur- 
niture, it was an- 
nounced by S. T. 
Scheinman, presi- 
dent. Mr. Krug will 
direct and coordinate 
the company’s sales activities from 415 
Madison Ave., Cole’s New York executive 
offices and main showroom. He has been 
associated with Cole for ten years. 


O. H. Krug 





NDP Sales Manager 


William H. Short 
Jr., was appointed 
general sales man- 


ager of National 


Data Processing ‘ 


Corp., Dallas manu- ae 


facturer of data i. 
processing and bank * 
automation eq uip- : i 
ment. Mr. Short 
joined NDP last ways. Short Jr. 
April, as director of 

systems engineering. Prior to that he was 
with Burroughs Corp., Electronic Business 
Machines Div., and Stone & Webster 
Service Corp., Systems Research and De- 
velopment Dept. 


‘Smith-Corona Ad Manager 


William B. Biracree was appointed ad- 
vertising manager of the Smith-Corona 
Div. of Smith-Corona Marchant, Inc., it 
was announced by George F. Burns, na- 
tional sales manager of the division. Mr. 


DEALER 


Our Snap-Apart Forms 
have been a standard of 
quality for years. For 
fine printing; just right 
“snap - apart'' action, 
they are unexcelled. IN- 
TERNATIONAL BUSI- 
NESS FORMS snap- 
aparts assure customer 
satisfaction. 


Biracree will direct an expanded advertis- 
ing and merchandising program for Smith- 
Corona products in the U. S. He joined 
Smith-Corona in 1954. For the past four 
years he has been manager of sales promo- 
tion and sales training. 


Comptometer Vice President 


Harold R. Salisbury was elected vice 
president of Comptometer Corp., Chicago, 
in charge of their business forms division. 
He will continue his duties as general man- 
ager of Nebraska Salesbook Co. and U. S. 
Business Forms Co., both subsidiaries of 
Comptometer Corp., located in Lincoln, 
Neb. 


Xerox Executive Committee 


Election of Sol M. Linowitz, vice presi- 
dent and general counsel of Haloid Xerox 
Inc., as chairman of a newly constituted 
executive committee of the board of direc- 
tors was announced by Joseph C. Wilson, 
president. Other members are Mr. Wilson; 
John B. Hartnett, chairman of the board; 


HERE’S A PROFIT 


OPPORTUNITY 


U 
| 
| 
| 
| 
| 
| 


INTERNATIONAL BUSINESS FORMS offers: 
QUALITY Forms, produced on modern rotary equipment—sold only through our 


dealers. 


COMPETITIVE Prices—liberal dealer 


discounts—You're 


Continuous Forms, TOO! 
Now — offer your cus- 
tomers Continuous car- 
bon-interleaved forms — 
Line Hole Punched Tab- 
ulating; pasted; or sta- 
pled—up to 10 parts. In 
Continuous as in Snap- 
aparts, International 
means quality — at the 
right price. 


"in the running" with an 


IBF Quote. Quantity advantage, too! Orders accepted for only 2500 sets of 


Snap-Aparts —NEW POLICY! 


DELIVERY PROMISES you can count on. Try us on one job and see! 
EASY-TO-USE PRICE LIST—Anyone can make estimates with a little practice. 
RAPID QUOTATION SERVICE—Your quotation requests handied AT ONCE. Same 


WRITE NEW DEALER DEPT. 1 


day if specified. 


Write today for complete information 
on this profitable line. Try Interna- 
tional. We are confident of our 
ability to satisfy the Dealer and his 
customer! 
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x1 INTERNATIONAL BUSINESS 
N >R PORATED 





1600 E. 26th ST.*LITTLE ROCK, ARK. 
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Harold S. Kuhns, executive vice president 
and controller; and Dr. John H. Dessauer, 


executive vice president for research and | 


product development. The committee will 
study and recommend policies for the long- 


range growth of the company throughout | 


the world. 


Moore Appointments 


The retirement of Hugh D. Clark, vice | 
president and general manager, and the | 
appointment of Irwin A. Bailey as general | 
manager of Moore Business Forms South- | | 


° z 7 
ern Div. was announced by corporation | 


president, T. S. Duncanson. J. W. Sinclair | 


became controller and Clayton B. Atkins, 
assistant controller of the same division. 


All men affected have had long and suc- | > 


cessful careers in the Moore organization. 


Herring-Hall-Marvin Products 


Raymond Koontz, president, Diebold, 
Inc., reports that a number of new prod- 


ucts are now being marketed under the | | 


WHOLESALERS & DEALERS 


Exclusive Territories Open! 


Scotty is the best selling style 
of pen on the market today!! 


The pen color is the ink color! 

Medium Point 39c Fine 49c Broad 59c 
Eight Brilliant Colors and Repro Inks 

Every Pen is guaranteed perfect 

Special Imprinting @ One Day Service 
Double your net profit with SCOTTY Pens 
and standard refills 


Write for catalogue sheets and discount on 
other styles of pens and desk sets. 


SCOTTY ENGINEERING CO. 


8-Minna Street « San Francisco 5, Calif. 
For More Information Circle No. 429 
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OFFICE SUPPLIES 


& Akro-Mils Cabinets 


go together to SAVE 
Time, Space and Nerves! 


Units with from 6 to 128 drawers available 
...¢an be set on counters or shelves, hung 
from walls, even integrated into large supply 
cabinets. Different items have individual, 
clear plastic drawer or adjustable section. 
Easily indexed. 

Perfect for all 


*small office 


supplies. 


Efficient visual 
inventory control. 


Write for our 





new catalog. 
ZA.- IM | AKRO-MILS, inc. 
Box 989-S 








~ Akron 9, Ohio 


For More Information Circle No. 430 
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Herring-Hall-Marvin name. These include 
an emergency bank vault ventilator, burg- 
lar alarm systems, proximity alarm, de- 
layed control timelocks, silent signal locks 
and ledger tray safes, all available through 
the well-established Herring-Hall-Marvin 
sales organization. 


Harry Fite Joins Univac Div. 


Harry H. Fite was named manager of 
the state and local government marketing 
department for Remington Rand’s Univac 
Div. Mr. Fite comes to Remington Rand 
after four years as vice president and 
Washington manager of Lester B. Knight 
& Associates, consulting management en- 
gineers. 


Victor Expansion Program 


In excess of $1 million will be spent by 
Victor Adding Machine Co. on an im- 
provement program for its Chicago plant 
and home office building. Plans call for 
addition of 7200 sq. ft. of new office space, 


complete renovation of 110,000 sq. ft. of 
existing office space, new office fixtures, 
completion of air-conditioning in all office 
areas, new production machinery and re- 
decoration of the company cafeteria. A. C. 
Buehler, president, stated that diversifica- 
tion and sales expansion dictated the build- 
ing program. 


BFI’s Meloney Resigns 


H. Mitchell Meloney, for 16 years ex- 
ecutive director of Business Forms Insti- 
tute, has resigned to give his attention to 
personal affairs. 


NOMDA Is International 


With the addition of 150 members to 
the National Office Machine Dealers Assn. 
at its 1959 convention when the Canadian 
dealers affiliated with NOMDA, the or- 
ganization became truly international in 
its activities, since it also has members in 
Mexico, Puerto Rico, Bahamas, Italy, 
Switzerland, Cuba and Sweden. The first 








=5 perfect copies in 1 minute 


HERMANN WOLF GMBH. 
WEST GERMANY 
Manufacturers of Mechanical and Optical Apparatus 


e WUPPERTAL-E 
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EVER SAFE 
PRODUCT POPULARITY 


Every hour of every day and night in !959 
someone bought an insulated Safe or File 


manufactured by EVER SAFE. 


© Underwriters’ Labeled Safes 
© Underwriters’ Labeled Letter and Legal Files 
©@ Underwriters’ Labeled Burglar Chests 


CERTIFIED PROTECTION 
for one hour at 1700° F 


©@ Ledger Files 
@ Home Chests 
© Wall Safes 


DEALERS cash in on these fast moving 
popular products. 


Write for complete information and prices 
of our complete line. 


EVER SAFE CO., INC. 
(Div. Schwab Safe Co.) 
Lafayette, Indiana 








Start RIGHT in '60 


and Save 
Income Tax 
Troubles 





BEACH'S 
best provide 
records. So 
easy to use, 
sturdy, and 
COMPLETE 


Weekly & 
Monthly 
Books, 
Weekly 
Sheets 








LEADER 


in Sales 








Stationers, or 


BEACH PUBLISHING COMPANY 
19829 W. MeNichols Rd., Detroit 19, Mich. 





For More Information Circle No. 348 


OOOO000VU00 | 
© STEVENSON & SMITH, ms 


LEADING MANUFACTU RERS : 


ces) 








‘Stevenson ‘& 

forms manufa 

O: ‘tems creators, cy. 
ito coast, by outstanding Busin 

O dealers and “systems analysts. 


O Write for name of your nearest 
representative. 


STEVENSON & SMITH, INC. 
ackawanna Place 
SLOGIMELD. NEW JERSEY: 


For More Information Circle No. 349 
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Cio €-C03 


COPY 
HOLDER & 
LINE SPACER 


Line guide extends to 17" 
Holds notes 36" thick 
Single and double spacing 
Gentle-touch space bar 
Anti-noise cushioned 
Steel construction 
Flat-fold storage 
Companion Cop-e-Ett with manual 
line indicator 87.95 
Slightly higher in the West 
SOLD AT DEALERS EVERYWHERE 


manufactured by: 


FURLONG, PENNSYLVANLA 





Office 
Equipment 
Manufacturers & 


Exporters: 


Increase 
Your 
Business 
With 
Latin 
America 


* * 
EQUIPOS PARA OFICINAS 
Circulation—Over 11,000 


REVISTA DE 














NNUALLY the entire Latin American con- 

tinent will absorb a very impressive 
volume of your products. There are 19 
countries in Latin America where all the 
office equipment and stationery importers, 
distributors, dealers and larger users receive 
La Oficina. They keep it, refer to it as 
a guide and reference all year long. 


The need for all office products in Latin 
America is increasing steadily as business 
and industry develop. Tell these prospects 
and customers about your product in the 
1960 La OFIcINA. Its advertising rates are 
low—its coverage is complete (circulation 
over 11,000). Your advertising in LA OFICINA 
is basic to establishing and building a profit- 
able Latin American trade. 


OFFICE PUBLICATIONS INC. 


232 Madison Ave., New York 16, New York 





supplement to NOMDA’s biennial “Who's 
Who in the Office Machine Industry” lists 
414 new members who joined since the 
1958 edition was issued. The 1960 edition 
will include the full membership. 


On West Coast for Allied 


Verne Palmer, associated with the car- 
bon and ribbon industry over 20 years, 


was named to head the west coast activities | __| 


of Allied Carbon & Ribbon Mfg. Corp., it 
was announced by company president W. 
E. Bradley. Mr. Palmer will also be in 
charge of west coast operations of Copy- 
Craft, Inc., national distributors of Ormig 
line selection duplicating equipment as well 
as Copy-Craft photocopy equipment and 
supplies. 


Banks Heads CPIRA 


R. L. Banks, vice president of sales re- 
search of Columbia Ribbon & Carbon 
Mfg. Co., was elected president of the 
Carbon Paper & Inked Ribbon Assn. for 
1960. The association, founded in 1917, 


is made up of the major manufacturers in | 
paper and ribbon industry. | 


the carbon 
J. B. Zeller of Remington Rand was elec- 
ted vice president and Karl Becker of Ault 


& Wiborg was elected secretary-treasurer. | 


Mosler Vice President 


Election of John E. Hampel as a vice | 


president of Mosler Safe Co. in charge of 


the central and western regions was an- | 


nounced by Edwin H. 
dent. 
1952 as chief accountant and became con- 
troller in 1954. He is also vice president of 
operations for a _ subsidiary, Mosler 
Dropository Corp. 


Mosler Jr., presi- 


Will Rogers 


Will Rogers, president and chairman of | 


the board of Rogersnap Business Forms, 
Inc., Dallas, Texas, died January 2 after 
a short illness in a Dallas hospital. The 
founder of Rogersnap Business Forms, he 
headed the firm’s entry into the dealer 
field, establishing the company as one of 
the largest independently owned manufac- 
turers of carbon-interleaved forms. 
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==STREAMLINE 


YOUR BUSINESS FORM SETUP 


Rogersnap Business Forms *Registered 


and Second Sheets in the 
fast *Flip-Out Dispenser 
Box save time and money 
and increase efficiency in 
any office operation. Write 
for the Comparative Cost 
Analysis. 


Dept. OS P. 0. BOX 10425 - mr LAS, TEXAS 


For More Information Circle No. 470 
““SELF-SELLING’’ CHAIRS! 





AMERICA’S AMAZING NEW 


"Rock-lt 88" 


‘PENDULUM MOTION" 


OFFICE CHAIRS 


FOR EXTRAORDINARY COMFORT! 


‘S'$5495 WHEN PROSPECTS SIT, THEY'RE SOLD! 


RICHCRAFT FURNITURE CORP. 
P. O. Box 2353 Tulsa, Oklahoma 


___ For More Information Circle No. 471 





Mr. Hampel joined the company in | 


For Your Annual 


Paes ROLLER CHANGE 


Insist on a 
"Futuristic" 
5-Star Platen 


= Ss for 
A I\\ $35 Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 














For More Information Circle No. 472 


HIGHEST 
QUALITY 
4401010108 6S 


CASHERE ‘CORPORATION 


Successor to International Cash Register & Parts [@) 


207 E. Evergreen Ave., Mt. Prospect, Ill 


For More Information Circle No. 475 
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NOW YOU CAN ADDRESS | 
MONTHLY STATEMENTS | 
IN 1/3 THE TIME 











attach a 


PRESS-ON MASTER PATCH 


to your ledger cards! 
SAVES YOU TIME! Reduces statement 


addressing in the average office up to 
66%. 


PREVENTS ERRORS! Eliminates wrong 


addresses, transpositions of characters, 
misspelling, etc. 


ENABLES YOUR LEDGER CARDS TO 


WRITE! In addition to heading statements 
and collection notices you can also ad- 
dress direct mail, service follow-ups, 
shipping labels, biiis of lading and other 
office forms... all from your ledger 
card file. 


AS EASY AS “i, 2, 3” 
e Just type the name aaa address ONCE on the 
PRESS-ON MASTER PATCH. They're easily pre- 
pared in an ordinary typewriter . . . no special 
equipment required. 
e Attach the adhesive backed MASTER PATCH to 
your ledger card. They press-on instantly . . . to 
existing records of any size or shape... no need 
to change your present accounting system. 
e Address statements, month after month from your 
ledger card . . . Automatically! 


PRINT WITH THE MACHINE COMPLETE $70: .00 


MODEL 60 WITH SUPPLIES 
Master Addresser! FOR5S00 ACCOUNTS Exe Tax 


MASTER ADDRESSER COMPANY 


6500-0 West Lake St. «¢ Minneapolis 26, Minn. 
For More Information Circle No. 467 
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Office Management Forum 


(Continued from page 35) 


| enough to estimate whether the benefits of 
| conversion in these areas will justify the 
| costs of electronic methods. 


However, on 
the basis of their preliminary review, sur- 
vey staff members believe these tasks are 


| technically feasible for a computer in- 
| stallation. 


With the introduction of auto- 
matic data processing systems, we antici- 
pate problems in developing adequate sys- 
tems, especially in the collection and trans- 
lation of input data; and in programing 
for various activities—C. E. DEERY, 
Controller, Bureau of Engraving & Print- 
ing, Treasury Dept., Washington, D. C. 


Enthusiastic About EDP 


We have installed an IBM 305 Ramac. 
Prior to this, we had a complete installa- 
tion of IBM standard equipment which 
included two 407 accounting machines. 
The 305 immediately reduced our need 
for previous equipment by approximately 
50% and machines no longer needed were 
shipped out. As far as evaluating the 
equipment in operation, we are as yet 
unable to do so. Since it has been in opera- 
tion such a short time, we have been pre- 
occupied with orientation and familiariza- 
tion of company personnel. 

The management of our company is 
convinced that the only way to produce 
the mass of data required for competent 
operation is to resort to equipment of this 
type. Consequently, during the previous 
six-year period our tabulating department 
came from its inception to a fully devel- 
oped operation including all phases with 
the exception of payroll and inventory. For 
example, through the use of punched 
cards, we prepare premium notices which 
are mailed directly to the policyholder; 
premium receipts are processed through 
the cash income journal; general ledger 
and premium accounting statistics are 
prepared. Agents’ monthly statements, in 
force and unearned premiums and produc- 
tion and loss ratio figures, are also devel- 
oped on this equipment. We intend to 
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SYMBOL OF THE WORLD’S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES. AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING HORDER’S, INC. CARPENTER PAPER CO. 
MACHINES Horder Building Omaha 2, Nebraska 
801 Sixth Avenue Jackson Blvd. at Jefferson Fort Worth, Texas 
New York 1, N. Y. Chicago 6, III. Houston, Texas 


=?) A GUARANTEED, BRITISH-MADE PRODUCT 
ENGLISH NUMBERING MACHINES LIMITED 


QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No. 468 


4,250 file folders 





at her fingertips 


...in Wassell 
CORRES-FILES 


At STANDARD 
REGISTER CoO., 
specialists in paper- 
work simplification, 
two clerks have 8,500 
open orders at their fin- 
gertips without even rising 
INC. from their chairs. | 


For orders, personnel records, 
WA i) Ss E L L correspondence, revolving Wassell 
Corres-Files speed operation, cut 

ORGANIZATION INC. ali 


clerical costs, save up to 50 per 
DEPT.O-2 WESTPORT, CONN. Phone CApital 7-4111 cent of floor space. 


For More Information Circle No. 469 
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It just SNAPS apart 


LETTEREX sets are available in all 
colors. A set is a high qua:ity onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


— 


For More Information Circle No. 367 











PAYCHECK "OUTLOOK" 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 

Paycheck "Outlook"’ Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's name. 
This improves personnel relations. 

Send for Samples and Prices Today 


OUTLOOK ENVELOPE CO., fst. 1902 


Originators of “Outlook” Envelope 


For More Information Circle No. 368 
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supply precision BRITISH made Parts and 
Tools direct to you at LOWEST PRICES 


C4 128 


y B—J 


G2-25-15 





C2-201L. 


| @ PROMPT AND EFFICIENT SERVICE GUARANTEED 
| @ Send for our Illustrated Catalogue POST FREE 


TYPEWRITER SUNDRIES CO. LTD. 
140-148 BOROUGH HIGH ST., LONDON S.E. | 
For More Information Circle No. 369 


Engler HOUR METER 








|... For Business 


Machine Economy 


@ Increase Efficiency 
@ Improve Scheduling 
@ Eliminate Machine Inactivity 


Engler Hour Meters reduce total oper- 
ating or rental cost of tabulating equipment 
and business machines by registering hours 
of actual machine usage. Effectively put 
records on an accurate basis and substan- 
tially reduce second shift payments. Many 
users have already realized large savings. 
Engler Hour Meters are easily installed and 
have been precision engineered and rug- 
gedly built for years of dependable service. 
Reasonably priced. Write for detailed 
bulletin OF-8. 


Eneler 
Instrument Co. 


250 Culver Avenue, Jersey City, N. J. Phone HEnderson 4-650 
For More Information Circle No. 370 
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amplify these operations to include actual 
policy writing as well as rating and coding 
verification with the Ramac. 

The primary purposes of installing the 
Ramac were to give us additional facilities 
for the improvement of accuracy in re- 
porting data and enable us to provide 
periodic reports much more quickly. Al- 
though we are not utilizing the machine 
to its fullest at present, we are benefiting 
by our past experience. Due to somewhat 
prolonged delivery schedules we have 
sometimes found ourselves wanting deliv- 
ery several months before it could actually 
be achieved. Consequently, operations and 
procedures which had been developed 
necessarily had to wait for delivery. We 
are trying to prevent the recurrence of 
such. situations by having the hardware 
already available. This does not imply that 
the equipment was ordered unjustifiably 
because we had programs already tested 
and completed before delivery was actually 
made. However, many operations which 
are now being performed with punched 
cards will be converted very soon and, of 
course, we are now in a position to offer 
management more reports which can be 
more adequately prepared. We are very 
enthusiastic about cur present equipment 
and we are looking forward to the future 
with a great deal of anticipation.—E. D. 
PRICE, Office Manager, Indiana Farmers 
Mutual Insurance Co., Indianapolis. 

(To be continued in March) 
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| 103 Mill Street 


Use this 
SHREDDER 


to DESTROY 
OBSOLETE RECORDS 


SHRED WASTE PAPER 
INTO PACKING MATERIAL 


3 , et ss 
af eS ; Patz a -* < 
SRS ae Sea 


wT x & ~ 


This 


Ld 
13D” 


dual-purpose “Model 


| Shredder can be used to destroy 


obsolete records, useless papers 


: presently cluttering office file cases. 
| In addition it can be used to convert 


old newspapers, and other suitable 


| stock into paper excelsior for pack- 


aging shipments. Pays for itself in 
the money it saves you. 


Write for catalog and FREE TEST- 


| IT-YOURSELF PLAN. Larger and 
| smaller models available. 


INDUSTRIAL SHREDDER 


& CUTTER COMPANY 
Salem, Ohio 


For More Information Circle No. 439 
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WHAT A PREDICAMENT! SOO MAILING 
PIECES TO ADDRESS AND My GIRL 
FRIDAY LEFT ON 
THURSDAY ! NO WONDER SHE 
QUIT, WITH HIS OLD- 


FASHIONED BUSINESS 








DON’T BE | DUPLI-SNAR CARBON 

FUNNY! INTERLEAVED 

WHAT'S A ADDRESSING LABELS. 
SNAP 2 


l \ Sw | 


\ 


SIX SEPARATE MAILINGS TO THE 
SAME PEOPLE FOR SIX WEEKS IN 
A ROW! IT'LL BE TYPING MY 

FINGERS OFF ! 








FROM ONE 
TYPING 2 








YES, MARVIN, YOU 
CAN GET DUPLI- 
SNAP, LABELS 
WITH CARBON 
INTERLEAVING 

IN SETS OF TWO 
TO SIX SHEETS. 


DEAR FRIEND, 
YOU SHOULD 
HANDLE ALL 

OUR STATIONERY 

NEEDS ! 











ADDRESSING’S 
A SNAP WITH 
DUPLI-SNAP/ 


NOW I’LL BE 
ABLE TO 
KEEP A 

SECRETARY! 








If not available from your dealer, write to 


EUREKA SPECIALTY PRINTING CO. 


Scranton 9, Pa. 


®T.M. Reg. U.S. Pat. Off. 
Duplisnap is Reg. T.M. in Canada 





For More Information Circle No. 331 























National Conference 
- 


American Management Assn. Electronics 
Conference, Statler Hilton Hotel, New 
York, Feb. 29-March 2. 


Office Management Assn. of Chicago, Con- 
rad Hilton Hotel, Chicago, Feb. 29- 
March 3. 


National Office Furniture Assn., Chalfonte- 
Haddon Hall, Atlantic City, March 11- 
ts. 


Southern California Business Show, Am- 
bassador Hotel, Los Angeles, March 29- 
April 1. 


National Microfilm Assn., Statler Hilton 
Hotel, New York, April 19-21. 


National Assn. of Educational Buyers, 
Pittsburgh Hilton Hotel, Pittsburgh, 
May 2-4. 


Western Joint Computer Conference, San 
Francisco, May 3-5. 


Insurance Accounting & Statistical Assn., 
Sherman Hotel, Chicago, May 15-18. 


American Society for Personnel Ad- 
ministration, Statler Hilton Hotel, New 
York, May 16-18. 


National Society for Business Budgeting, 
Netherland Hilton Hotel, Cincinnati, 
May 19-20. 


National Office Management Assn., Mont- 
real, Canada, May 22-26. 


Federal Government Accountants Assn., 
Statler Hilton Hotel, New York, May 
23-24. 


Institute of Internal Auditors, Schroeder 
Hotel, Milwaukee, June 12-15. 


National Assn. of Accountants, Roosevelt 
Hotel, New Orleans, June 19-22. 
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National Machine Accountants Assn., San 
Francisco, June 22-24. 


National Office Machine Dealers Assn., 
Coronado, Calif., July 10-13. 


National Society of Public Accountants, 
Muehlebach Hotel, Kansas City, Mo., 
Aug. 22-26. 


National Business Forms 
Chase Park-Plaza Hotel, 
Sept. 14-17. 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 24-28. 


American Institute of Certified Public Ac- 
countants, Bellevue-Stratford & Sheridan 
Hotels, Philadelphia, Sept. 25-28. 


Life Office Management Assn., Royal York 
Hotel, Toronto, Canada, Sept. 26-28. 


National Assn. for Bank Audit, Control & 
Operation, Statler Hotel, Los Angeles, 
Oct. 10-12. 


Systems & Procedures Assn. of America 
Commodore Hotel, New York, Oct. 10- 
14. 


Controllers Institute of America, Fairmont 
Hotel, San Francisco, Oct. 22-26. 


National Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
D. C., Oct. 23-26. 


Associates, 
St. Louis, 


National Business Show, Coliseum, New 
York, Oct. 24-28. 


Office Equipment Manufacturers Exhibits, 
Memorial Sports Arena, Los Angeles, 
Nov. 1-4. 


Society of Reproduction Engineers, Sher- 
man Hotel, Chicago, Dec. 3-6. 





ADVERTISERS 


Acco Products i 
Acme — Records, Inc. 

Addo-x, 
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Aigner Co. J. 

Akro-Mils, inc. 

Allen Business Machines, Inc., R. 
Allied Carbon & Ribbon Mfg. Corp. 
All-Rite Pen, Inc. 

American Automatic Typewriter Co. 
American Geloso Electronics, Inc. 
American Stencil Mfg. Co. ... 
American Type Founders Co. 

Ames Supply Co. . : 

Atlas Stencil Files Corp. 

Avery Label Co 


Baltimore Business ‘00 Co. 
Barkley & Co. C. , 

EN Reon err errr 
Beach Publishing Ge. ... 

Bedinghaus Business Forms Co. 

Bendix Computer Division 

Best Industries, Inc. 

Best Pencil Co., Richard 
Bevco-Precision Mfg. Co. 

Borroughs Mfg. Co. .......... 
OY Se 

Bruning Co., Charles 

Burroughs Corp. 


Calculagraph Co. 

Carteret Printing Co. 
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needed. .Outer Back ~~ 


Duane Inner Front Cover 
70 


FILE YOUR COPIES OF he Office 
IN HANDY VOLUME FILES 


This durable and attractive file in rich maroon 


and gray with 16-carat gold lettering, looks and 


feels like leather and is washable. No irritating 
wires to handle. Any copy may be removed. 
Each file holds one volume (six months) of THE 
OFFICE with the volume index in the last copy 
(June and December); two files hold an entire 
year’s issues. Files are reusable. Uncondition- 
ally guaranteed. Postpaid in U. S. 
| File (for six months’ issue) $2.50; 2 Files (for a year's 
issues) $5.00; 3 Files for $7.00; 6 Files for $13.00. 


Jesse Jones Box Corp., P. O. Box 5120, Philadelphia 41, Pa. 
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Approximately three million salaried managers 
were employed during 1959 to run the business enter- 
prises of the country. According to the Bureau of Labor 
Statistics, 130,000 managers will be needed each year 
for new jobs during the early part of the decade. In 
addition, there will be an impressive demand simply 
to fill vacancies. An estimated 50,000-75,000 man- 
agers will be required annually to replace those who 
die or retire. 

During the past 20 years the management popu- 
lation of the country has more than doubled, a growth 
rate twice that of average non-farm employment. The 
past five years alone have seen the employment of man- 
agers increase 25%, primarily from business expansion. 

These management figures are all above the super- 
visory level and embrace middle management with depart- 
mental responsibility and executive classifications. 
The greatest number of management workers are in retail 
trade organizations (nearly 30%) followed by manu- 
facturing firms (20%). However, the greatest propor- 
tion of management employees to company employment is 
in insurance, banking, real estate and public utilities. 

It is encouraging to note that while college 
graduates are greatly preferred, the outstanding in- 
dividual without any degree can still reach the top. 
Company training programs plus outside special courses 
afford this opportunity to the ambitious. There is 
also slowly growing opportunity for women in manage- 
ment, although they do not remain at work as long. 

Since our readers serve predominantly in staff 
capacities, their capabilities apply to any cross- 
section of management where the paperwork burden is 
evident. Quite obviously the 1960's should be a pro- 
lific era of management opportunity for them. 
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ONAL 19 ET thy, 


"Offset Duplicator 


handles 90 out of every 100 


office printing jobs 


ew DITTO 
ate! Pre 


[” DITTO, INC., 6812 McCormick Road, 
Chicago 45, Ill. 


DITTO 





Dear Sir: 


m, a new Royal Standarc, 
your letters come out as 


Mress « 
a pr 


* eit: 


~ 
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See what a difference Royal finger-tailored typewriter. Secretaries prefer Royal to any 

touch makes? It’s just one of Royal’s ex- other typewriter. 

clusive typist benefits. Makes sense to trade in those old slow- 
And here are three executive-minded pokes on new Royal Standards. Doesn’t it? 

facts: Royals bring more at trade-in time 


8 ar 
than any other typewriter. Royals spend CYAL epg we 
less time in the repair shop than any other actin dcanes ecg saelai esirtcinered 


There are more Roya! Typewriters in office use than any other make 
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